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This  is  the 


**Know  Your  National  Association” 


Issue  of  the  Magazine 


One  of  the  goals  of  the  National  Asso¬ 
ciation  of  Eklucational  Secretaries  is  to 
have  its  present  members  and  its  prospec¬ 
tive  members  know  a  good  deal  about  the 
Association.  This  issue  of  the  magazine 
is  built  around  this  theme. 

To  bring  you  the  feel  and  flavor  of  the 
National  Convention,  the  wonderful  sp<?ech 
by  Mr.  Mertes,  the  banquet  speaker,  is 
included,  just  as  he  gave  it. 

The  picture  of  the  Professional  Stand¬ 
ards  Program  Certificate  winners  and  the 
accompanying  story  will  tell  you  about 
this  program.  Are  you  interested  in  being 
a  Life  Member?  There  is  a  story  on  that. 

This  year,  NAES  is  putting  into  a  pack¬ 
age  deal  our  three  publications:  FILE  IT 
RIGHT,  BLUEPRINT  FOR  ACTION,  and 
ACTION  AND  REACTION.  All  three  you 
can  buy,  for  the  small  price  of  $3.25  for 
the  three,  a  saving  of  $1  over  the  single 
copy  price.  A  bargain?  Yes! 

A  good  portion  of  this  issue  is  devoted 
to  what  the  President  of  NAEIS  calls  “basic 
information”  about  the  Association.  Writ¬ 
ten  in  the  question  and  answer  style,  this  article  hopes  to  answer  as  many  of  your 
questions  as  possible.  The  article  spells  out  certain  goals  of  the  Association  and  urges 
that  all  members 

•  “SPEAK  STRONG  FOR  N  A  E  S!” 
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ES 


Needs  a  New 


Mailing  List! 


At  the  meeting  of  the  Advisory  Council  in  Boulder  in  July,  1958,  following  a 
report  of  the  sptecial  committee  on  Mailing  Problems,  the  official  representatives 
of  the  affiliated  associations  recommended  that  each  State  Association  secure  the 
names  and  addresses  of  all  educational  secretaries  within  their  own  particular 
state  and  forward  these  names  and  addresses  to  NAES. 

NAES  has  just  purchased  an  Elliott  Addressing  machine;  these  names  and 
addresses  will  be  put  on  the  Elliott  stencils  and  will  thus  become  the  “Potential 
Mailing  List.”  These  secretaries  will  receive  the  Nancy  National  brochure  and  an 
invitation  to  join  NAES. 

This  also  means  that  the  State  Associations,  having  forwarded  these  names  and 
addresses  and  having  made  plans  to  keep  them  up  to  date  and  correct,  will  have 
the  privilege  of  asking  National  to  run  for  the  State  Associations  the  mailing 
labels  for  the  potential  mailing  list  within  their  state.  NAES  will  be  glad  to  do 
this. 

Our  S  O  S  is  this;  Our  old  “potential”  mailing  list,  with  50,000  names  is  so 
hopelessly  out  of  date  and  incorrect  that  we  have  junked  it,  tossed  it  out. 

Now,  we  need  those  new,  correct,  and  current  names  and  addresses  from  each 
State  Association  and  we  need  ’em  soon. 

WILL  ELACH  STATE  PRESIDENT  please  put  in  motion  the  machinery  to 
gather  from  all  corners  of  her  state  the  names  and  school  addresses  of  all  the 
educational  secretaries  therein.  Will  she,  as  soon  as  possible,  please  send  this 
list  to  the  NAES  Corresponding  Secretary, 

Mrs.  Angie  Holms 
Alhambra  High  School 
308  West  Main  Street 
Alhambra,  California 
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Speak  Strong  for  NAES! 


by 

MRS.  RACHEL  MAYNARD 
President,  National  Association  of 
Educational  Secretaries 

College  of  Business 
University  of  Arizona 
Tucson,  Arizona 


This  is  an  informational  article  on  the  National  Association  of  Educational  Secretaries 
and  replaces  the  “President’s  Message”  appearing  in  former  issues  of  the  magazine. 

Additional  copies  of  these  pages  may  be  secured  by  writing  to  the  President.  Also, 
members  are  urged  to  send  to  the  President  suggestions,  additions,  and  changes  to 
make  these  pages  more  useable  and  complete. 

You  are  always  being  asked  questions  about  the  National  Association  of  Educational 
Secretaries: 

.  .  .  What  is  it? 

.  .  .  What  does  it  do? 

.  .  .  Why  should  I  join  it? 

.  .  .  What  do  I  get  for  my  membership  dues? 

The  words  in  these  pages  attempt  to  bring  together  in  one  page,  in  concise,  useable 
form,  basic  information  about  the  National  Association  of  Educational  Secretaries: 
its  purpose,  benefits  of  membership,  professional  standards  program,  publications, 
affiliations,  institutes  and  conferences,  etc. 


These  facts  can  be  used  by: 

All  NAES  members 
NAES  Life  members 
Presidents  of  local  and  state 
affiliated  associations 
Editors  of  local  and  state  newsletters 


NAES  Executive  Board  members 
NAES  Professional  Standards 
Certificate  holders 
Committee  charimen  and  members 
and  others 


— to  understand  the  activities  and  organization  of  NAES  better 
— to  answer  questions  (both  their  own  and  those  of  others) 

— to  know  where  to  write  to  secure  specific  information  about  activities 
— to  prepare  talks  from 

— to  serve  as  topics  for  discussion  sessions  or  programs 
— to  use  for  publicity 

— to  reproduce  parts  in  newsletters,  bulletins,  or  brochures 

— to  give  to  administrators,  educators,  and  others  wanting  to  know  more  about  NAES 
— to  encourage  colleagues  and  other  educational  secretaries  to  join  their  profes¬ 
sional  association  ' 
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And,  speaking  of  increasing  the  NAES  membership: 

There  is  so  much  that  NAES  wants  to  do  for  its  National  members  and  the  aihliated 
associations.  For  instance: 

We  need  to  increase  publications,  institutes,  regional  conferences;  give  more  in- 
service  training; 

We  need  to  inform  more  secretaries  and  administrators  about  the  Professional 
Standards  program,  increase  the  number  of  those  earning  the  certificates, 
set  up  study  courses; 

We  need  to  send  NAES  speakers  and  program  helps  to  local  and  state  associations; 

We  need  to  help  local  and  state  associations  increase  their  membership,  their  prestige 

We  need  to  set  up  an  Executive  secretary  and  National  office  in  the  NEA  Building  in 
Washington,  D.  C. 

But  ...  to  give  more  .  .  . 

NAES  must  get  more  National  members! 

3,000  3,500  4,000  4,500  5,000  7,500  10,000! 

Yes!  this  is  possible! 


In  fact,  if  each  now-National  member  woula  at  once  renew  her  own  membership 
and  would  persuade  just  one  non-member  to  join,  we  would,  right  there,  have 
5,400  National  members ! 


We  could  then  start  on  our  “increased”  helps. 

Will  you? 

Will  YOU 

Speak  Strong  for  NAES! 

The  information,  the  questions  and  answers  on  the  following  pages,  will  help  you  do  this! 


HOLDEN  BOOK  COVERS 

can  definitely  reduce  the  per  pupil  cost  of  your 
textbooks. 

They  prolong  the  life  of  the  book  from  one  to 
three  years. 

The  ever-increasing  enrollment  means  an  ever- 
increasing  textbook  budget. 

The  use  of  Holden  Book  Covers  will  help  solve 
that  problem. 

Holden  Book  Covers  have  been  recognized  as 
the  standard  in  their  field  for  over  eighty  years. 


Be  Thrifty,  Buy  Holden  —  It  Pays! 

Holden  Patent  Book  Cover  Co..  Springfield,  Moss. 
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SPEAK  STRONG  FOR  NAES! 

These  are  the  questions  most  often  asked  about  NAES. 

WHAT  IS  THE  NATIONAL  ASSOCIATION  OF  EDUCATIONAL  SECRETARIES? 

The  National  Association  of  Educational  Secretaries  is  the 
active  and  growing 

national  professional  organization 
for  office  personnel  in  education 

The  National  Association  of  Educational  Secretaries  is  a  Department  of  the  Na¬ 
tional  Education  Association. 


WHAT  IS  THE  PURPOSE  OF  THE  ASSOCIATION? 

The  NAES  Constitution  says: 

.  .  to  elevate  the  standards  of  the  group  and  through  organization  to  pool 
our  ideas  and  ideals  toward  a  finer  and  more  efficient  service  to  the 
schools  and  the  community.” 

Members  achieve  these  purposes  through: 

SERVICE  .  .  .  INFORMATION  .  .  .  FELLOWSHIP  .  .  .  RECOGNITION 


WHO  MAY  JOIN  THIS  ASSOCIATION? 

Any  secretary,  stenographer,  clerk,  administrative  assistant,  bookkeeper,  receptionist, 
business  worker,  or  other  office  personnel  in 
— an  elementary  school 
— a  junior  high  school 
— a  senior  high  school 

— an  educational  administrative  or  business  office 
— a  private  or  state  college  or  university 
— a  professional  school 
— a  special  or  technical  school 

— a  county  or  state  or  national  department  of  education 
— an  educational  organization 

is  eligible  to  join  this  Association  and  is  warmly  and  enthusiastically  invited  to  do  so. 

At  the  present  time,  we  have  2,700  National  members  scattered  throughout  every 
state  in  the  U.  S.,  one  in  Hawaii  and  one  in  Canada. 


WHAT  IS  A  PROFESSIONAL  ASSOCIATION? 

WHY  IS  N  A  E  S  CALLED  A  PROFESSIONAL  ORGANIZATION? 

The  activities  and  purposes  of  NAES  fit  the  criteria  or  identifying  characteristics  of  a 
professional  group: 

(1)  A  Profession  is  based  on  a  body  of  specialized  knowledge. 

NAES  believes  that  the  work  of  the  educational  secretary  does  require  specialized 
knowledge  and  skills  beyond  those  needed  in  non-academic  office  positions.  NAES 
members  possess  and  use  specialized  training  and  adequate  education  in  order  to  provide 
service  of  unique  value  to  the  school  and  to  the  community. 

(2)  A  Profession  seeks  competence  in  its  membership. 

Members  of  NAES  are  striving  continually  to  improve  their  competence,  even  if 
it  is  necessary  to  make  sacrifices.  NAES  makes  available  Institutes,  Regional  Confer¬ 
ences  and  Workshops,  a  national  magazine,  biennial  publications,  and  the  exchange 
of  ideas  among  workers  in  the  field  to  enable  its  members  to  become  better-trained 
and  more  understanding  members  of  their  profession. 
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(3)  A  Profession  observes  a  definite  code  of  ethics. 

NAEIS  members  have  adopted  a  Code  of  EAics  and  are  proud  to  observe  it's  points. 
Educational  secretaries  are  motivated  primarily  by  a  desire  to  serve  others. 

(4)  A  Profession  establishes  standards  for  members  of  its  group. 

NAES  members  have  adopted  a  Professional  Standards  Program.  Members  may  earn 
nine  grades  of  certificates  based  on  Experience,  Elducation,  and  Professional  Activity. 

(5)  A  Profession  has  its  own  association  with  unified  leadership. 

NAES  was  established  in  1934  to  further  the  professional  advancement  and  sUndards 
of  educational  office  personnel.  The  officers  and  executive  board  are  elected  by  the 
Association  and  are  pledged  to  these  principles. 

(6)  A  Profession  serves  the  needs  of  its  members 

The  NAES  Constitution,  in  stating  the  purposes  of  the  Association,  makes  this  clear: 
“.  .  .  to  elevate  the  standards  of  the  group.”  All  of  the  activities  of  NAES — publications. 
Institutes,  Conferences,  Professional  Standards — are  planned  specifically  and  definitely 
to  serve  the  needs  of  the  members  of  the  Association. 

WHY  SHOULD  I  JOIN  NAES? 

WHAT  DO  I  GET  FOR  MY  NATIONAL  DUES? 

— A  National  member  receives  a  subscription  to  the  National  magazine,  THE  NATIONAL 
EDUCATIONAL  SECRETARY. 

— A  National  member  receives  the  Nancy  National  brochure,  the  informational  brochure 
of  the  Association,  with  the  calendar  of  activities. 

— A  National  member  receives,  free,  in  the  year  of  issue,  the  new  NAES  publication  or 
the  NAES  MEMBERSHIP  DIRECTORY. 

— A  National  member  receives  a  copy  of  the  NAES  Constitution  and  the  NAES  Code 
of  Ethics. 

— A  National  member  may  participate  in  the  Professional  Standards  Program  and  work 
for  9  grades  of  Certificates. 

— A  National  member  receives  the  announcements  of  the  Regional  Conferences,  the 
Institutes,  and  the  National  Convention. 

— A  National  member  may  attend  the  Regional  Conferences,  the  summer  Institutes,  and 
the  National  Convention. 

— A  National  member  receives  the  official  ballot  for  officers  of  the  Association  and  by 
voting  may  record  her  choice  for  the  leadership  of  the  group. 

— A  National  member  may  participate  in  the  discussions  at  the  National  Convention, 
may  vote  on  issues,  run  for  office,  be  a  member  of  National  committees,  and  help 
determine  the  policies  and  practices  of  the  Association. 

— A  National  member  may  participate  in  the  various  studies  and  projects  being  carried 
on  for  the  improvement  and  advancement  of  the  profession  of  educational  secre¬ 
taries.  Two  of  the  publications  are  based  on  questionnaires  returned  by  the  National 
members.  Individual  National  members  and  affiliated  associations  participated  in 
the  study,  discussion,  and  adoption  of  the  Professional  Standards  Program. 

—A  National  member,  through  attendance  at  meetings  and  active  participation  in  the 
National  association,  makes  friends  with  other  educational  secretaries  all  over  the 
United  States  and  exchanges  ideas  with  other  workers  in  her  particular  field. 
Indeed,  to  many  members,  this  nation-wide  friendship,  this  exchange  of  ideas  with 
other  secretaries  who  are  doing  the  same  work,  the  mental  stimulation  and  uplift 
that  comes  from  attending  a  National  meeting  is  the  most  important  dividend  of 
National  membership. 

—A  National  member,  by  joining  with  other  educational  secretaries  in  her  professional 
association,  makes  it  known  to  her  administrator  and  to  her  school  system  that  she 
is  a  professional  person,  that  she  is  constantly  seeking  to  become  a  better -trained 
and  more  competent  secretary  or  office  worker  as  well  as  a  more  valuable  member 
of  her  school  system.  In  education,  it  is  important  to  belong  to  a  professional 
organization.  A  National  member  is  proud  to  belong  to  her  own  professional  associa¬ 
tion. 
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,  WHAT  IS  THE  NATIONAL  MAGAZINE? 

This  is  a  48-page  magazine,  published  three  times  a  year,  in  October,  February,  and 
May.  It  is  called 

THE  NATIONAL  EDUCATIONAL  SECRETARY 


The  magazine  contains: 

— professional  articles  by  educators  and  administrators; 

— articles  on  their  jobs  or  office  routines  by  outstanding  members  of  NAES; 

— news  and  activities  of  the  National  Association,  its  Regional  Conferences,  Insti¬ 
tutes,  and  National  Convention; 

— news  and  activities  of  the  affiliated  local  and  state  associations 
The  articles  are  timely  and  practical;  the  magazine  is  lively  and  informative.  The 
subscription  to  the  magazine  comes  as  a  part  of  the  National  dues. 

The  editor  of  the  magazine  is: 

Mrs.  Mary  Ellen  Dettweiler  i 

1726  Columbian  ' 

Elkhart,  Indiana 


WHAT  IS  THE  MEMBERSHIP  DIRECTORY? 


In  the  “off  year”  or  year  that  a  manual  is  not  issued,  the  members  receive  a  NAES 
MEMBERSHIP  DIRECTORY,  which  contains 

— names  and  addresses  of  all  the  National  members  for  that  aca  ’emic  year; 

— names  and  addresses  of  all  National  officers,  committee  chairmen,  an  1  committee 
members. 

— names  and  addresses  of  the  presidents  of  the  affiliated  local  and  state  associations. 
A  membership  directory  will  be  issued  in  June,  1959,  and  will  be  sent  to  all  the  1958-59 
National  members. 


I  (Not  so  subtle  hint:  Present  members  planning  to  renew,  new  members  planning  to 
join,  and  associations  planning  to  affiliate  are  urged — strongly  urged — to  send  in  their 
dues  early  in  the  year — now — to  insure  receiving  the  3  copies  of  the  magazine  as  they 
are  printed  and  getting  their  name  and  address  in  the  directory). 


WHAT  ARE  THE  MANUALS  THAT  NAES  HAS  PUBLISHED? 

Every  other  year,  NAES  publishes  a  manual  or  handbook  which  helps  office  personnel 
and  educators  alike  in  office  routines  and  procedures. 

Each  of  these  manuals  was  written  by  members  of  NAES,  by  educational  secretaries 
in  all  types  of  educational  offices.  The  manuals  are  authoritative!  The  suggestions  are 
practicable!  The  ideas  really  work  in  educational  offices! 

File  It  Right — a  filing  system  and  a  filing  manual  for  educational  offices. 

The  29  subject  headings  most  used  in  school  offices  and  adaptable  to  any  school  office 
situation  were  refined  from  the  filing  systems  actually  used  by  300  educational  secre¬ 
taries.  The  manual  gives  a  Subject  Classification  and  an  Alphabetical  Index;  the  index 
shows  where  specific  items  belong  under  the  headings  of  the  Subject  Classification. 
The  handbook  gives  practical  ideas  on  how  to  set  up  the  File  It  Right  system,  how  to 
classify  items  in  the  files,  how  to  decide  what  to  keep  and  how  to  dispose  of  items  not 
of  current  value. 

Originally  published  in  1953,  now  in  its  third  printing  of  10,000  copies.  Cost  $1.50 
per  copy. 

Blueprint  for  Action — a  manual  on  how  to  set  up  a  manual. 

This  handbook  points  out  why  manuals  or  handbooks  are  needed,  how  useful  they 
can  be  in  training  personnel  or  in  the  smooth,  efficient  operation  of  an  office.  Various 
types  of  office  manuals  are  illustrated  with  suggestions  on  how  to  make  such  a  handbook 
attractive  and  interesting.  The  information  for  this  book  was  gleaned  from  a  survey 
of  the  work  of  educational  secretaries  made  by  the  NEA  Research  Division  and  NAES. 

Published  in  1955,  the  cost  is  $1.50  per  copy. 
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Action  and  Reaction — a  public  relations  handbook  to  help  smooth  relations  with  pupils, 
parents,  bosses,  and  colleagues. 

This  manual  emphasizes  the  fact  that  the  educational  secretary  is  often  the  official 
voice  of  the  educational  system  to  the  community,  the  pupils,  the  parents.  This  manual 
gives  illustrations  and  suggestions  supplied  by  girls  on  the  job  as  to  how  the  educational 
secretary  handles  tactfully  the  inner  and  outer  aspects  of  her  job. 

Published  in  1£57,  jointly  by  the  National  School  Public  Relations  Association  and 
NAES,  single  copies  are  $1.25 


Each  of  these  manuals  may  be  purchased  singly  for  the  price  listed,  with  liberal 
discounts  for  quantity  orders. 

Or,  all  three  may  be  ordered  together,  in  a  package  deal,  for  only  $3.25. 

Order  from,  and  make  checks  payable  to  the  National  Association  of  Educational 
Secretaries,  c  o  National  Education  Association,  1201  16th  St.,  N.W.,  Washington  6, 
D.C. 


WHAT  IS  THE  NAES  PROFESSIONAL  STANDARDS  PROGRAM? 

National  members  can  earn  9  grades  of  certificates  under  the  Professional  Standards 
Program,  based  on: 

Education — You  start  with  high  school  graduation  and  secure  additional  educational 
points  with  formal  college  or  university  courses  or  by  demonstrating  in  the 
NAES  testing  program  a  mastery  of  subject  matter  learned  through  ex¬ 
perience  and  self-study. 

Experience — You  accumulate  experience  points  yearly.  ^ 

Professional  Activity — As  a  member  of  the  educational  team,  the  educational  secre-^B 
tary  has  a  responsibility  to  the  professional  organization  in  her  specialized 
field.  You  count  toward  your  professional  activity  points  membership  in 
professional  associations;  attendance  at  conventions,  conferences,  workshops, 
institutes,  and  in-service  training  sessions;  participation  in  your  state,  local 
and  National  association  as  officer  or  committee  member. 

The  first  seven  of  the  nine  grades  of  certificates  may  be  earned  without  college  credit, 
but  college  credit  is  recognized  beginning  with  Grade  II. 

A  detailed  brochure  on  the  Professional  Standards  Program  is  available.  You  may 
write  to  either  one  of  the  Co-chairmen  of  the  Professional  Standards  Program: 

Mrs.  Martha  Luck  Miss  Virginia  Riley 

Northwestern  University  Mt.  Vernon  City  Schools 

339  East  Chicago  Avenue  Box  423 

Chicago  11,  Illinois  Mt.  Vernon,  Illinois 

Or,  you  may  write  for  the  brochure  and  the  application  forms  to: 

Mrs.  Mary  Lawrence,  Registrar 
NAES  Professional  Standards  Program 
103  Lucky  Street 
Fayette,  Missouri 


The  dates  for  the  Professional  Standards  Tests  this  year  are: 

May  8-9,  1959,  places  to  be  announced. 

During  the  first  two  years  of  the  Professional  Standards  Program,  a  total  of  121  edu¬ 
cational  secretaries  have  qualified  for  one  of  the  nine  grades  of  certificates.  Through 
education,  experience,  and  professional  activity,  each  one  has  demonstrated  ability  in 
her  field. 
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WHAT  ARE  REGIONAL  CONFERENCES? 

Regional  Conferences  are  2-3  day  meetings,  held  either  in  the  fall  or  in  the  spring, 
in  various  parts  of  the  country,  jointly  planned  by  NAES  and  the  state  or  local  associa¬ 
tion  in  the  area.  Following  a  Friday  evening  open  house,  the  Saturday  all-day  session 
features  outstanding  speakers,  panels,  discussion  groups,  workshops,  with  a  banquet  in 
the  evening.  Sunday  activities  usually  include  a  tour  of  the  city  where  the  conference 
is  held. 

A  Spring  Regional  Conference  will  be  held  in  Atlantic  City,  New  Jersey,  February 
13,  14,  15,  1959. 

A  Spring  Regional  Conference  will  be  held  in  San  Antonio,  Texas,  April  24,  25, 
26,  1959. 

Announcements  of  the  Regional  Conferences  go  to  all  National  members.  The  Regional 
Conference  Chairman  is: 

Miss  Pauline  Hollis 
Community  Schools  of  Frankfort 
10  North  Columbia 
Frankfort,  Indiana 


WHAT  IS  THE  ANNUAL  CONVENTION? 

This  is  the  Annual  Meeting  of  NAES,  a  3-day  affair,  usually  held  in  July,  and  pre¬ 
ceded  or  followed  by  an  Institute.  While  much  of  the  planning  of  the  Convention  is,  of 
course,  the  responsibility  of  the  NAES  Executive  Board,  the  many  details  of  the  Con¬ 
vention  and  its  Institute  are  handled  by  the  local  and  state  associations  in  the  vicinity. 
All  National  members  receive  the  “Call  to  Convention”  announcement. 

At  the  Friday  night  open  house,  the  presidents  of  the  affiliated  associations  stand  in 
the  receiving  line;  there  is  much  greeting  of  old  and  new  friends. 

On  Saturday,  there  may  be  several  business  sessions  of  the  NAES  membership  and 
the  meeting  of  the  Advisory  Council.  National  members,  upon  presentation  of  their 
membership  card,  may  attend  the  business  session,  participate  in  the  discussion,  vote. 
Reports  of  the  various  standing  committees  are  given,  and  the  affairs  of  the  Association 
are  discussed.  At  the  Advisory  Council  meeting,  official  delegates  of  the  local  and  state 
affiliated  associations  discuss  items  of  interest  to  the  Association  and  make  recommenda¬ 
tions  to  the  business  sessions.  At  the  Convention  Banquet  in  the  evening  there  is  always 
an  outstanding  speaker;  and  those  who  have  qualified  under  the  Professional  Standards 
Program  are  presented  with  their  certificates.  A  breakfast  and  a  tour  on  Sunday  close 
the  Convention  events. 

The  1959  Annual  Convention  of  NAES  will  be  held  on  July  17-19,  1959,  in  St.  Louis, 
Missouri. 

The  1959  Convention  Chairman  is: 

Mrs.  Amy  Ruhland 
8718  Eulalie  Avenue 
Brentwood  17,  Missouri 

WHAT  ARE  INSTITUTES? 

Institutes  are  “going  to  school.” 

The  Annual  Convention  is  held  in  a  city  where  there  is  a  college  or  university  and 
is  usually  preceded  or  followed  by  a  week-long  Institute  in  which  members  attend 
regular  college  classes  and  earn  1-2  units  of  college  credit.  The  Association  also  plans 
one  or  two  other  Institutes  in  other  sections  of  the  country  so  that  more  members  will 
have  an  opportunity  to  attend. 

Institutes  are  planned  jointly  by  the  college  or  university  and  NAES.  All  National 
members  receive  the  Institute  announcements. 

The  courses  given  are  designed  to  increase  the  general  area  of  knowledge  of  the 
educational  secretary  as  well  as  to  increase  her  technical  competence.  For  example, 
courses  at  the  University  of  Colorado  in  the  summer  of  1958  included  Psychology  for 
Secretaries,  School  Administration  and  School  Law,  English  Refresher,  Office  Manage- 
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merit,  Human  and  Public  Relations,  Principles  of  Personnel  Management,  Typing  Tech¬ 
niques.  The  courses  are  taught  by  the  university’s  summer  session  or  extension  faculty: 
in  some  cases  classes  are  taught  by  experienced  NAES  members. 

Throughout  the  week  of  the  Institute,  varied  social  events  are  planned  by  the  local 
and  state  associations  in  charge.  At  Boulder  in  1958,  the  group  attended  a  concert  at 
Red  Rocks,  heard  an  operetta  and  had  dinner  at  Central  City,  took  an  all-day  mountain 
trip  with  lunch  and  shopping  at  Estes  Park,  enjoyed  two  steak  frys  in  the  mountains. 

NAES  members  are  always  enthusiastic  about  the  excellence  of  the  General  Session 
speakers  (“How  in  the  world  do  they  always  find  such  outstanding  speakers  for  each 
day’s  session,  each  one  better  than  the  day  before!’’);  the  fun  of  the  social  events; 
the  outstanding  faculty  talent  and  the  material  given  in  the  classes;  the  chance  to 
really  get  acquainted  with  other  secretaries  from  all  parts  of  the  country — and  always 
come  home  from  an  Institute  mentally  refreshed  and  ready  to  tackle  their  job  with 
vim  and  many  brand-new  ideas. 

More  than  half  of  the  educational  secretaries  attending  report  that  some  or  all  of 
their  expenses  as  well  as  the  time  to  attend  are  provided  by  their  school  systems,  or 
that  their  expenses  are  paid  by  their  own  local  or  state  associations.  Some  educational 
secretaries  are  required,  as  are  many  teachers,  to  attend  summer  Institutes  in  order  to 
participate  in  salary  increments. 

The  Institutes  for  1959  are  planned  for: 

Washington  University,  St.  Louis,  Missouri,  July  20-24,  1959 
(immediately  following  the  Annual  Convention) 

University  of  Texas,  Austin,  Texas,  June  or  July,  1959 

The  Institute  Chairman  is: 

Miss  Charlotte  Parr 
735  East  14th  Avenue 
Eugene,  Oregon 

WHAT  DO  YOU  MEAN  WHEN  YOU  SAY, 

“N  A  E  S  IS  A  DEPARTMENT  OF  N  E  A”? 

The  National  Association  of  Educational  Secretaries  was  accepted  as  a  Department 
of  the  National  Education  Association  in  July,  1946. 

Educational  secretaries  are  thus  recognized  by  the  largest  professional  educational 
association  in  the  United  States  as  important  segments  of  the  school  and  educational 
system,  and  are  encouraged  to  also  become  NEA  members. 

While  NAES,  as  do  other  departments,  controls  its  own  funds,  elects  its  own  officers 
and  adopts  policies  and  programs  which  apply  particularly  to  its  own  special  field,  the 
Association  can  also  enjoy  the  backing  and  support  of  NEA.  NAES  has  called  upon 
NEA  for  advice,  technical  aids,  and  has  been  the  recipient  of  financial  aid  which  enabled 
us  to  start  our  publication  program.  NEA  provides  storage  space  for  our  publications, 
mails  out  our  publications;  our  financial  procedure  and  bill-paying  goes  through  the 
NEIA  Business  section. 

For  some  years,  NAES  has  planned  its  Annual  Convention  to  meet  at  the  same  time 
and  place  as  the  NEA  Convention.  Since  the  NEA  meetings  are  being  set  at  the  end 
of  June  and  the  first  week  in  July  when  so  many  educational  secretaries  are  unable 
to  leave  their  offices,  the  NAES  Executive  Board  voted  to  hold  only  a  departmental 
luncheon  at  the  time  of  the  NEA  Convention,  on  the  day  traditionally  set  aside  for 
departmental  activities  and  set  our  Annual  meeting  for  another  time  and  place.  A  de¬ 
partment  is  also  entitled  to  send  an  official  delegate  to  the  NEA  delegate  assembly; 
in  1959,  this  delegate  will  be  Mrs.  Corinne  Messenger,  Junior  Past  President  of  NAES. 

At  the  present  time,  our  liaison  with  NEIA  is  through  Dr.  Lyle  Ashby,  Assistant  Execu¬ 
tive  Secretary  for  Eklucational  Services.  Another  good  friend  of  the  educational  secre¬ 
tary  at  NEIA  is  Dr  Frank  W.  Hubbard,  Assistant  Executive  Secretary  for  Information 
Services.  Both  men  are  Honorary  Life  Members  of  NAES. 

One  of  the  privileges  of  departmental  status  is  an  Executive  Office  and  Executive 
Secretary  in  the  NEIA  Headquarters  Building  in  Washington,  D.  C.  This  is  one  of  the 
primary  goals  of  this  Association — our  own  Executive  Secretary  at  NEA! 

(Continued  on  page  52) 


Excerpts  from  Horizons  Unlimited 

by 

RAY  O.  MERTES 

Director,  School  Sc.  College  Senrice 
United  Air  Line* 


Imagine  that  you  are  silling  in  Ihe  Glenn 
Miller  Ballroom  of  Ihe  beauliful  SludenI  I'nion 
Building  on  ihe  Unirersily  of  Boulder  campus. 
The  ronversalion  is  lively  and  slimulaling. 
Each  guesi  finds  lhal  her  place  has  been 
marked  tvilh  a  bud  vase  conlaining  a  fresh-cul 
carnalion  made  by  Lealha  Wallers  of  Denver 
and  her  commiUee.  Afler  a  delicious  meal  and 
wonderful  enlerlainmeni ,  Ihe  ballroom  bceomes 
very  slill  and  Mr.  Ray  Merles  is  inlroduced  as 
ihe  banquel  speaker.  He  leans  on  Ihe  leclern 
and  says  lo  you.  .  .  . 

I  wonder  just  where  we  might  start  to¬ 
day  in  order  to  set  a  stage  for  our  thinking. 
Several  thoughts  which  have  been  ex¬ 
pressed  over  the  past  two  years  do  seem 
in  line.  First,  I  would  like  to  go  back  a 
year  to  a  breakfast  at  my  home  when 
the  four  of  us — my  wife,  two  teen-age 
daughters  and  myself  were  together.  My 
youngest  daughter,  then  13,  made  this 
statement:  “Where  to  today,  Dad?”  I  came 
back  with  “Oh  I’m  going  to  Denver.”  She 
said,  “What’s  going  on?” 

“Oh,”  I  said,  “another  one  of  those  com¬ 
mencement  addresses.”  She  said,  “What 
are  you  going  to  talk  about?”  I  replied, 
“I  have  three  hours  on  the  airplane.  Barb 
— maybe  I  can  think  something  out.”  She 
thought  a  moment  and  then  came  out 
with  a  statement  which  I  believe  to  be  one 


of  the  most  challenging  indictments  of 
what  we  have  been  teaching  our  children, 
not  only  in  the  school,  but  in  the  homes 
and  churches  as  well  when  she  said — “Why 
don’t  you  tell  them  something  about 
tomorrow — I’m  so  tired  of  hearing  about 
yesterday.”  .  .  . 

“We  live  in  a  world  that  can  be  made 
to  blow  up  or  grow  up — a  world  which 
seems  to  be  having  a  race  between  high 
intelligence  and  high  explosives.”  .  .  . 

“I  am  one  who  believes  that  our  scien¬ 
tific  progress  today  is  20  years  ahead  of 
our  ability  to  understand  and  comprehend 
its  social,  moral,  political  and  spiritual 
implications — with  special  emphasis  on 
“the  spiritual".”  .  .  . 

I  believe  that  the  events  of  today  are 
the  history  of  tomorrow — possibly  our 
teachings  of  today  are  the  history  of 
yesterday.  We  must  much  more  rapidly 
close  the  gap  between  yesterday  and  to¬ 
day  in  order  that  our  young  people  may 
live  in  “tomorrow.”  .  .  . 

I  am  one  who  believes  that  this  genera¬ 
tion  of  youngsters  will  bypass  atomic  and 
hydrogen  energy  and  wonder  why  we 
took  so  long  to  get  to  solar  energy.  I  won¬ 
der  if  we  recognize  that  every  24  hours 
there  falls  on  the  northern  half  of  the 
earth  enough  energy  from  the  sun  to  sup¬ 
plant  all  the  energy  that  man  used  from 
the  time  of  creation.  Already  we  are  de¬ 
veloping  experimental  solar-powered  au¬ 
tomobiles,  home  heating  systems,  etc.  .  .  . 

Everything  which  was  fantasy  in  the 
Dick  Tracy  stories  has  been  accom¬ 
plished.  .  .  . 

One  day  this  teacher  made  the  statement 
to  me,  “Ray,  I  believe  what  man  can 
think,  he  can  do  within  the  limits  of  time, 
space  and  money.”  Pointing  to  herself, 
she  said,  “My  generation  has  time  and 
space,”  and  ix>inting  to  me,  she  said,  “And 
possibly  your  generation  might  have 
money.”  .  .  . 

In  fact,  it  is  my  belief  that  because  of 
TV,  you  ought  to  teach  remedial  “listen¬ 
ing.”  .  .  . 
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Many  of  us  in  this  room  were  brought 
up  in  a  world  of  miles.  .  .  .  Today,  our 
young  people  live  in  a  world  of  minutes. 
.  .  .  Possibly  the  next  generation  will  live 
in  a  world  of  seconds.  .  .  . 

Because  of  the  airplane,  any  community 
can  be  and  many  are,  centers  of  world 
travel.  Yes,  as  the  world  shrinks  in  terms 
of  travel  time,  the  community  expands — 
and,  “the  twain  has  met.”  .  .  . 

It  is  interesting  to  note  that  most 
Americans  do  not  recognize  who  is  the 
“foreigner"  when  they  travel  in  foreign 
countries.  .  .  . 

I  can  recall  that  I  was  taught  everything 
that  was  different  about  people — all  the 
oddities.  .  .  . 

In  other  words,  we  were  brought  up  on 
the  differences  of  people — yet  because  of 
the  airplane  and  its  ability  to  bring  people 
of  the  world  together  in  terms  of  minutes, 
it  is  essential  that  our  next  generation  of 
people  know  more  about  what  is  alike 
about  people  rather  than  what  is  so  differ¬ 
ent.  Yes  lack  of  understanding  is  our 
greatest  impediment  to  world  peace — let’s 
do  something  about  it!  .  .  . 

We  are  probably  the  only  one-language 
nation  in  the  world — we  speak  English, 
and  that  not  too  well.  ...  I  hope  some  day 
that  both  of  my  daughters  have  the  pleas¬ 
ure  of  learning  Russian.  .  .  . 

We  both  recognize  that  the  schools  must 
add  three  more  R’s — the  teaching  of  Rights, 
Relationships  and  Responsibilities.  Hence 
we  now  have  six  R’s.  .  .  . 

Today,  with  all  the  changes  that  are 
taking  place  and  the  dramatic  future  which 
is  forecast  for  all  of  us,  my  philosophy  as 
a  parent  is,  “What  am  I  doing  today  for 
my  two  daughters  that  will  not  only  make 
my  old  age  an  easier  one,  but  which  will 
perpetuate  the  old  age  I  hope  to  en¬ 
joy?”  .  .  . 

If  changes  are  to  be  made  in  traditional 
curriculum,  .  .  .  then  we  must  review  our 
public  relations  and  selling  techniques.  .  .  . 

If  there  is  QUALITY  in  the  product, 
MERIT  in  the  service,  or  JUSTICE  in  the 
cause,  people  will  “buy”.  .  .  . 

I  work  in  air  transportation,  an  industry 
that  hopes  it  will  never  have  a  binding 
tradition — an  industry  which  is  looking  for 
“tomorrow” — yet  education  is  guided  and 
hampered  by  countless  traditions.  .  .  . 

All  of  our  selling  and  public  relations 
boils  down  to  a  simple  formula — the 


U.S.P.  formula — the  “U”  for  UNDER¬ 
STANDING;  the  “S”  for  SYMPATHY;  and  4 
the  “P”  for  PARTICIPATION.  We  can  1 
make  any  change  in  America  and  sell 
any  product  or  service  if  we  combine  all 
three.  .  .  . 

We  must  get  our  youngsters  geared 
towards  peace  rather  than  destruction. 
They  must  know  the  peaceful  applications 
of  all  scientific  progress.  .  .  . 

I  believe  that  what  we  do  with  our 
“leisure  time”  in  the  future  will  be  more 
important  than  our  productive  time  in 
determining  the  future  of  the  world.  .  .  . 

The  Horizons  are  Unlimited — unlimited 
for  possibilities  for  making  change — 
change  from  destruction  to  peace — change 
so  that  our  people  might  better  under¬ 
stand  the  world  in  which  they  live — 
scientific  progress — the  airplane.  But,  one 
of  our  greatest  challenges  is  to  teach  our 
people  to  use  their  freedom  more  intelli¬ 
gently  if  we  are  going  to  perpetuate  the 
freedom  we  hope  to  enjoy. 


All 

fools 

for 

Schools 


*  Floor  Brushes 

*  Fiber  Brooms 

*  Wet  \fops 

*  Dry  Mops 

*  Latinderabir 

Sweeping  .Mops 

*  Bench  Brushes 

*  Paint  Brushes 

*  Cotion  Dusters 

*  Scrub  Brushes 

*  Toilet  Brushes 

*  Test  Tube  Brushes 

Write  today  to 


*  Bottle  Brushes 

*  Tumbler  Brushes 

*  Windowr  Brushes 

*  Venetian  Blind 

Brushes 

*  Radiator  Brushes 

*  Wall  Brushes 

*  Squeegees 

*  Floor  Waxes 

*  Wax  Applicators 

*  Polishes 

*  All  Purimse  Cleaner 


INDUSTRIAL  DIVISION 


The  max  s^t/sd  Co. 

3548  Main  St.,  Hartford  2,  Conn, 
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MAKE  QUICKEST.  SHARPEST.  LOWEST-COST  COPIES 
of  anything  you  write,  type,  draw  or  trace  on  a  DITTO  Master 
...3"x  5"  to  9"x  14".. .1  to  5  colors  at  once 


From  speed  and  precision  to  economy  and  widest  useful-  ...Copiesare  delivered  face-up,  flat  and  dry.  (g)  If  blocK- 
ness,  these  masterful  new  duplicators  anticipate  every  outs  are  used  they  attach  instantly  to  the  slotted  drum, 
business  need.  Any  operator  turns  out  120  bright  copies  Stainless  steel  parts  resist  wear  and  corrosion,  (g)  Fluid 
a  minute,  up  to  300  copies  per  master,  and  on  short  runs  level  indicator,  and  copy  counter,  keep  constant  auto- 
the  master  may  be  filed  and  re-used  until  entire  dye  de-  matic  check  on  operation.,. and  the  handsome  gray 
posit  is  exhausted,  (g)  "Magic”  Copy  Control  meters  the  and  green  finish  is  pleasant  to  see  and  work  with! 
correct  fluid  flow  for  all-over  brightness  of  any  size  copy  Use  the  coupon,  get  samples  of  work,  see  a  demonstra- 
, , .  Fingertip  adjustment  registers  master-to-copy  instantly  tion  in  your  office  on  your  own  work. 


low-priced— hand  operated 
1^  DITTO  D-20 

...and  h«r«,  revtrsing  th«  price  trend,  i$  the  new  precision- 
built  DITTO  D-20.  Priced  SO  low  that  now  every  office  can  have 
one,  can  fully  enjoy  the  administrative  advantages  of  fine 
DITTO  duplication.  Makes  up  to  300  bright  copies  of  anything 

you  write,  draw,  type  or  trace  on  a  DITTO  Master . on 

card  or  paper  stock  3*  x  5*  to  9'  x  14*. ..in  1  to  5  colors  at 
once. ..at  120  copies  a  minute. ..up  to  300  copies  per 
master.  “Magic"  Copy  Control  meters  correct  fluid  flow  for 
all-over  brightness  of  any  size  copy. ..wear  and  corrosion- 
resistantstainless steel  parts...quiet.  balanced  operation.  Use 
coupon  for  work  samples,  see  demonstration  in  your  office. 


ditto,  Inc.,  3546  Pratt,  Chicago  45,  Ml. 

Ditto  of  Canada.  Ltd.,  Toronto,  Ontario 

DHto  (Britain)  Ltd.,  1M/m  Now  King's  Rd.,  Fulham,  London,  S.W.  •,  England 
Please  send  me  samples  duplicated  on  the  new  DITTO  □  D-M  □  D-31  □  0-20 
O  Arrange  demonstration  of  the  machine  I've  checked  above 


Yqw  Single  Sourf  Of  ivrytMng  In  DutHicttlon  !  City. 


File  It  Right 


by 

MRS.  ELIZABETH  L.  BEATTY 
Office  Manager 

Fairfax,  Kentfield  and  San  Anselmo  School  Districts 
San  Antelmo,  California 


“File  It  Right” — These  three  little  words 
are  said  several  times  each  day  in  our 
office.  The  “boss”  never  says  just,  file  it, 
but  always,  File  It  Right. 

I  was  first  introduced  to  File  It  Right  by 
Rachel  Maynard,  our  very  wonderful 
NAES  President,  at  the  Workshop  for 
Educational  Secretaries  held  on  the  Uni¬ 
versity  of  California  Campus,  Los  Ange¬ 
les,  in  July  19.56.  Rachel  was  conducting  a 
class  called  “Records  Administration,”  and 
the  textbook  used  was  File  it  Right. 

Records  Administration  proved  to  be  a 
perfect  title  for  this  course,  as  it  was 
defined  to  us  as  follows;  “Records  Ad¬ 
ministration  is  the  plan  for  the  creation, 
indexing,  filing,  finding,  safekeeping,  and 
retention  or  disposal  of  all  school  records.” 
All  of  these  items  were  covered  in  the 
class  and  are  included  in  File  It  Right. 
Little  did  I  realize  that  a  manual  existed 
that  so  completely  covered  the  subject 
of  filing,  and  best  of  all  one  designed 
sp>ecifically  for  educational  offices. 

When  the  Workshop  was  over  and  the 
fond  farewells  said  to  the  wonderful  girls 
I  had  met,  I  could  hardly  wait  to  get  back 


to  my  office  to  tell  by  bosses  about  the 
many  things  I  had  seen  and  heard.  The 
most  important  of  these  was,  of  course. 
File  It  Right.  After  a  most  satisfactory 
conference  with  my  bosses,  the  District 
Superintendent  and  Assistant  Superinten¬ 
dent,  it  was  decided  that  we  would  reor¬ 
ganize  not  only  the  district  office  filing 
system,  but  also  those  of  all  of  our  eleven 
school  offices. 

Our  first  step  was  to  order  enough 
copies  of  File  It  Right  so  that  each  school 
secretary  and  each  district  office  employee 
would  have  her  own  copy.  Our  next  step 
was  to  hold  in-service  training  meetings. 
The  outlines  and  notes  that  I  had  made 
while  attending  the  class  in  Records  Ad¬ 
ministration  were  my  guide  in  conducting 
our  in-service  meetings.  Every  one  of  our 
fine  secretaries  pitched  in  with  enthusiasm 
and  we  were  on  our  way  to  establishing  a 
uniform  filing  system  within  our  districts. 

From  the  first  to  the  last  page.  File  It 
Right  contains  invaluable  information  for 
all  school  office  employees.  The  front  cover 
of  this  manual  reads  File  It  Right,  and  the 
back  cover  reads  “and  find  it,”  and,  find 
it  you  will  if  you  File  It  Right. 

The  procedure  followed  at  our  meetings 
was  to  review  File  It  Right  one  chapter 
at  a  time,  followed  by  a  discussion  period. 
The  rewards  of  group  discussion  are  un¬ 
limited. 

One  chapter  of  File  It  Right  covers 
“Timely  Tips  and  Mindful  Memos.”  These 
are  ideas  and  suggestions  collected  from 
experienced  secretaries  and  office  experts, 
and  they  are  priceless  gems  to  the  secre¬ 
tary  who  wants  to  have  a  neat,  attractive 
and  efficient  filing  system.  In  the  group 
discussion  after  this  chapter  our  secre¬ 
taries  had  several  “timely  tips”  of  their 
own  to  offer. 

Another  chapter  covers  the  subject 
“How  Long  Do  We  Keep  It?”  This  section 
explains  the  importance  of  evaluating 
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material  as  it  is  filed,  and  the  importance 
of  having  a  “retention  period”  schedule. 
There  are  several  little  things  that  can 
be  done  to  readily  identify  paper  that 
has  a  short  retention  period,  so  that  it 
can  easily  and  quickly  be  disposed  of 
when  it  has  served  its  purpose.  One  meth¬ 
od  is  to  draw  a  diagonal  line  across  the 
page  indicating  that  this  particular  paper 
may  be  disposed  of  at  a  specific  time, 
for  example,  the  end  of  the  school  year. 
Another  method  is  to  note  on  the  upper 
right  hand  comer  of  the  page,  a  date  on 
which  it  may  be  discarded.  Such  mark¬ 
ings  made  with  colored  pencil  are  easily 
identified.  This  procedure  used  at  the 
time  the  papers  are  filed  makes  it  un¬ 
necessary  to  review  them  again  at  a  later 
date.  Indiscriminate  filing  can  become 
very  costly  in  both  time  and  space.  A 
retention  schedule  provides  us  with  a 
plan  for  keeping  current  records,  and  for 
transferring  or  disposing  of  inactive  re¬ 
cords.  The  retention  schedule  of  many  of 
our  records  are  regulated  by  State  and 
Federal  laws  and  it  is  important  that 
this  information  be  readily  available.  File 
It  Right  contains  a  tentative  list  of  records 
with  their  possible  retention  period.  This 
can  be  used  as  a  starting  point  or  guide 
in  establishing  a  list  for  an  individual 
District  or  School. 

The  main  chapter  of  File  It  Right  covers 
the  recommended  subject  classifications. 
This  is  the  chapter  that  will  elicit  a  big 
“Hooray”  from  every  Educational  Office 
Employee.  The  major  subject  classifications 
listed  can  be  used  with  little  or  no  addi¬ 
tions  or  deletions  in  any  school  or  district 
office.  Under  each  major  subject  classifica¬ 
tion  are  listed  sub-classifications,  and  in 
addition,  there  is  an  alphabetical  index 
that  can  be  used  as  a  cross  reference. 

When  we  came  to  this  chapter,  we 
checked  off  the  major  subject  classifica¬ 
tions  that  were  applicable  to  us  on  an 
Elementary  School  District  level.  For  ex¬ 
ample,  one  of  the  classifications  is  “Adult 
Education,”  which  would  not  apply,  and 
another  is  “Food  Service”  which  is  not 
used  in  our  District.  We  then  checked 
through  the  sub-classifications  and  found 
that  they  met  our  requirements  with  few 
exceptions.  It  was  decided  that  each  school 
secretary  would  start  to  work  in  her  own 
office  following  the  suggested  procedures 
in  File  It  Right,  and  after  a  few  weeks, 
prepare  an  outline  of  the  major  subject 


classifications  and  sub-classifications  that 
she  would  be  using.  At  our  next  in-service 
meeting  we  compared  notes  and  found, 
as  we  had  expected,  that  due  to  individual 
interpretations,  certain  items  were  listed 
under  different  classifications.  Here  again 
group  discussion  proved  valuable.  Rather 
than  have  one  p)erson  make  the  final  deci¬ 
sion  as  to  where  these  controversial  re¬ 
cords  should  be  kept,  we  had  each  secre¬ 
tary  explain  her  reasons  for  the  classi¬ 
fication  she  chose.  This  made  it  possible 
to  arrive  at  a  decision  both  understood 
and  acceptable  to  all.  One  of  the  contro¬ 
versial  items  was  “Student  Accident  In¬ 
surance.”  Some  of  the  secretaries  had  in¬ 
cluded  it  under  the  major  classification 
“Business  Affairs”  and  sub-classification 
“Insurance”;  others  had  included  it  under 
the  major  classification  “Students”  and 
sub-classification  “Accidents.”  Discussion 
revealed  that  the  majority  of  the  secre¬ 
taries  thought  in  terms  of  “Student”  in 
relation  to  the  forms  and  reports  made 
with  regard  to  the  accident  insurance 
carried  by  the  students.  An  agreement  was 
reached  to  include  these  records  under  the 
major  classification  “Students,”  and  that 
the  sub-classification  would  be  amended 
to  read  “Accident  Insurance,”  and  so  an¬ 
other  step  was  taken  toward  our  common 
goal.  The  working  together  feeling  on  this 
project  was  a  very  satisfying  experience 
for  everyone. 

We  have  found  File  It  Right  more  than 
adequate  to  meet  the  needs  of  our  schools 
and  districts.  To  date  we  have  used  it  as 
our  district’s  filing  manual,  and  when  the 
time  comes  to  prepare  our  own  Procedure 
Manual  on  Filing,  File  It  Right  will  be 
our  “guiding  light.” 

The  “File  It  Right”  subject  classification 
system  has  now  been  in  use  in  our  dis¬ 
tricts  long  enough  for  us  to  see  the  many 
advantages  and  benefits.  In  an  office  as 
small  as  ours  where  we  do  not  have  a 
regular  file  clerk  and  everyone  does  some 
filing  from  time  to  time  there  is  not  a 
more  efficient  system.  It  has  eliminated 
the  separate  filing  set  ups  due  to  the 
physical  locations  of  the  different  depart¬ 
ments  of  the  district  office.  Now  the  whole 
major  classification  section  or  sections 
pertaining  to  a  department  are  convenient¬ 
ly  filed  in  that  section  of  the  office,  and 
a  cross  reference  guide  is  placed  in  the 
main  files  to  show  the  location. 

The  uniform  filing  procedures  in  our 


school  offices  and  the  district  office  is  also 
most  helpful.  Secretaries  can  be  trans¬ 
ferred  from  one  school  to  another,  or 
substitute  in  any  school  and  find  their 
task  simplified  by  not  having  to  interpret 
different  filing  systems. 

It  is  most  gratifying  to  open  our  file 
drawers  these  days.  Not  only  are  our  files 
neat  and  attractive,  but  most  important 
we  can  “FIND  IT.” 

Elizabeth  L.  Beatty 
Office  Manager 

Fairfax,  Kentfield  and  San  Anse’mo 
School  Districts 


PIN  FOR  LIFE  MEMBERS 

Plans  are  being  made  to  secure  a  pin 
for  Life  members  of  NAES.  Isabel  Pad- 
dock  has  been  helping  on  this  project, 
working  with  the  Balfour  Company. 
Sketches  of  the  proposed  pin  will  ap¬ 
pear  in  an  early  publication.  We  believe 
you  will  be  as  enthusiastic  about  the 
proposed  design  as  is  the  committee. 


Mrt.  Corinne  Meutengpr.  i^ul— going  president 
hands  the  garel  to  Mrs.  Rachel  Maynard,  in¬ 
coming  president,  at  the  Boulder  Contention. 


Silver  Burdett  company 


PUBLISHERS 


OF  DISTINGUISHED  TEXTBOOKS 


CHICAGO 
SAN  FRANCISCO 
DALLAS 
ATLANTA 


Our  representatives 
appreciate  your 
many  courtesies 


MORRISTOWN,  NEW  JERSEY 
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Two  Weeks  of  Pure  Enjoyment 
With  Educational  Secretaries 


•»y 

CLYDE  I.  BLANCHARD 

Office  Management  Consultant 
Tulsa,  Oklahoma 


Mr.  Blanrhard  has  conducted  business-writing 
courses  for  over  twenty  years.  He  taught  a 
class  in  Office  Management  at  the  two-week 
Institute  this  summer. 


m  • 


It  could  have  been  the  altitude,  but  it 
wasn’t.  It  could  have  been  the  beautiful 
campus  with  the  Rockies  as  a  background, 
but  it  wasn’t. 

My  two  weeks  of  pure  enjoyment  with 
educational  secretaries  occurred  within 
the  four  walls  of  a  basement  classroom  of 
Ketchum  Hall  at  the  University  of  Colo¬ 
rado  during  July. 

I  had  the  privilege  of  “covering”  the 
subject  of  Office  Management  from  1:30  to 
3  p.m.  for  the  two-week  Institute  of  your 
national  association. 

Now,  I  have  taught  Office  Management 
for  several  years  under  many  conditions. 
But  this  was  my  first  (and,  I  hope,  not 
my  last)  experience  teaching  this  subject 
to  a  room  packed  with  young  women  who 
“run”  the  administrative  offices  of  our 
educational  institutions. 

Handicapped  as  I  was  by  a  lack  of  a 
youthful  masculine  appeal,  I  knew  that  I 
had  to  really  deliver  the  goods. 

Following  my  two  mottoes — simplify  and 
tailor-make — I  first  selected  four  topics 
from  over  thirty  that  make  up  the  regular 
course  in  Office  Management. 


Next,  I  a.sked  the  secretaries  to  send 
me  samples  of  their  paperwork  and  a  list 
of  their  major  problems  (business,  that  is). 

My  first  indication  of  the  100  per  cent 
cooperation  I  was  to  receive  throughout 
the  course  came  through  Uncle  Sam. 

The  stamps  on  the  bulging  large  enve¬ 
lopes  were  beautiful!  The  contents  were 
all  that  I  could  have  hoped  for. 

After  bringing  in  extra  chairs  and  then 
moving  into  a  larger  room,  we  got  ac¬ 
quainted.  If  I  hadn’t  lacked  one  qualifica¬ 
tion,  I  feel  that  I  would  have  been  initiated 
into  your  efficient  organization.  I  am  still 
hoping,  but  Mrs.  B.  seems  to  prefer  me 
as  I  am. 

We  started  with  smiles  and  a  delightful 
informality  and  ended  with  more  of  the 
same.  However,  the  students  didn’t  know 
their  grades  when  they  left. 

I  am  not  yet  sure  who  learned  the 
more — the  students  or  the  instructor.  I 
do  know  that  I  learned  to  listen  and  to 
be  guided  by  what  the  secretaries  told  me 
from  their  experiences. 

It  wasn’t  long  before  we  all  agreed 
that  I  was  talking  to  the  wrong  group;  I 
should  have  been  talking  to  the  adminis¬ 
trators.  So,  I  emphasized  the  importance 
of  salesmanship — selling  essential  manage¬ 
ment  principles  and  procedures  to  the 
absent,  but  all-powerful,  principals  and 
superintendents. 

And,  if  I  know  these  secretaries,  they 
will  really  sell  their  “bosses.”  As  Mark 
Twain  once  said:  “There  are  a  million 
reasons  but  not  a  single  excuse.”  So, 
stick  to  your  selling,  girls! 

Because  of  our  frustration,  I  injected 
into  the  course  a  presentation  and  discus¬ 
sion  of  Creative  Thinking.  We  seemed  to 
need  new  ideas  more  than  present  facts 
to  solve  our  management  problems. 

The  secretaries  in  my  class  promised 
me  to  read  and  put  into .  practice  the 
priceless  suggestions  in  Alex  Osborn’s 
book,  “Applied  Imagination”  (Scribners). 
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Those  of  you  who  did  not  attend  the 
course,  if  you  will  read  this  book  too. 
will  experience  a  richer  and  a  happier 
life  both  on  the  job  and  off  it. 

Pure  enjoyment!  Yes,  every  minute  of 
the  course.  And,  it  was  the  sole  result  of 
human  relations. 

I  have  been  in  educational  work  for 
over  fifty  years,  but  I  have  been  working 
mainly  with  teachers  and  administrators. 
How  much  I  have  missed  by  not  asso¬ 
ciating  more  with  the  educational  secre¬ 
taries.  I  now  realize. 

Thanks  a  million! 


BOULDER  WORKSHOP 

The  first  two  week  workshop  for  Edu¬ 
cational  Secretaries  was  held  at  Boulder, 
Co'orado  July  7-18,  1958.  Those  who  at¬ 
tended  found  it  a  very  worthwhile  ex¬ 
perience. 

The  University  proved  to  be  a  most 
gracious  host,  and  the  food  was  wonderful. 
Walking  to  and  from  classes,  library,  and 
even  Chautauqua  Park  did  not  balance 
the  intake  of  food,  and  I  am  sure  every¬ 
one  returned  home  a  few  pounds  heavier. 


All  credit  classes  required  a  great 
amount  of  outside  work,  but  we  soon 
established  a  work  pattern  that  allowed 
time  for  sightseeing  and  fun. 

Colorado  is  a  beautiful  state,  and  as 
colorful  as  the  Chamber  of  Commerce 
folders  say  it  is.  The  breathtaking  gran¬ 
deur  of  Red  Rocks,  the  quaintness  of 
Central  City,  all  the  beautiful  scenery, 
and  the  wonderful  instructors  we  had, 
will  be  remembered  a  long  time  as  will 
the  new  and  old  associations  with  other 
members. 

As  we  who  came  from  31  states  shared 
in  our  common  problems — in  classes,  in 
group  meetings,  and  at  coffee  breaks  atop 
the  Memorial  Center  Building — we  be¬ 
came  as  one  united  group  seeking  and 
finding  professional  growth  in  Service, 
Integrity,  and  Skill. 

We  thank  you,  Leatha  Walters,  and  your 
wonderful  crew  of  hard  workers  for  a 
profitable  and  enjoyable  workshop  and 
convention. 

We  left  Boulder  with  the  tune  of  “Meet 
Me  In  St.  Louis,  Nancy”  ringing  in  our 
ears,  and  making  plans  to  meet  again 
next  year. 

Virginia  Mathony 


MEMO: 

TO  ALT  SCH4IOL 
SLrKETARIES 

Hearty  and  sincere  thanks  are  again  in  order  for  your  many  cour¬ 
tesies  and  thoughtful  acts!  Our  Ginn  and  Company  representa¬ 
tives  appreciate  very  much  the  cordial,  cooperative  support  which 
they  have  always  received  from  you  and  upon  which  they  know  they 
may  rely  during  the  coming  year. 

GINN  and  COMPANY 

Boston  New  York  Chica9o  Atlanta  Dallas  Palo  Alto  Toronto 
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Northwestern  Offers 
Certificate  Program  for 
School  Secretaries 

A  30-hour  certificate  program  for  edu¬ 
cational  secretaries  is  being  offered  this 
fall  through  the  Evening  Divisions  of 
Northwestern  University.  This  program  is 
the  first  of  its  kind  designed  specifically  for 
educational  secretaries. 

In  the  18  units  of  required  courses  are 
such  courses  as  Basic  Course  for  Secre¬ 
taries,  Practical  Writing,  Effective  Reading 
and  Writing,  introductory  courses  in  psy¬ 
chology,  sociology,  educational  psychology. 
School  Secretary  and  School  Administra¬ 
tion,  and  courses  in  American  history  and 
government,  psychology,  speech,  and  edu¬ 


cation  are  listed  in  the  recommended 
courses. 

Mrs.  Martha  S.  Luck,  Assistant  Dean  of 
the  Evening  Divisions,  and  a  past  presi¬ 
dent  of  NAES  will  teach  the  Basic  Course 
for  School  Secretaries  and  during  the  sec¬ 
ond  semester  The  School  Secretary  and 
School  Administration. 


NORTH  SHORE  PRINTERS,  INC. 
53S  South  Sheridan  Road 
Waukegan,  Illinois 
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Confessions  of  A  School  Secretary 


C 


Adapted  by 

DR.  RAY  W.  ARENSMAN 

School  of  Buainesa 
Indiana  University 
Bloomington,  Indiana 


• 

Dr.  Arensman  i$  AstitlanI  Profeuor  of  Butinets 
Education  in  the  School  of  Business.  Hi*  article 
iras  adapted  from  “Confettion*  of  a  Butine** 
Teacher”  by  Dr.  Helen  H.  Green,  Department 
of  Butine**  Education,  Michigan  State  Vnirer- 
*ity.  There  were  to  many  requett*  for  thi* 
article,  and  becaute  of  thi*  interett,  we  hare 
included  it  in  our  magazine. 

I  like  being  a  school  secretary  because 
it’s  challenging,  because  it’s  fun,  because 
it’s  changing  and  changeable  as  the  sea¬ 
sons  with  good  and  bad  days  intermingled 
—and  believe  me,  there  are  bad  days, 
sometimes  even  bad  seasons!  Life,  the 
weather,  and  the  school  secretary  have 
that  in  common. 

I  like  being  a  school  secretary  because  it 
is  sheer,  hard  work.  Deliver  me  from  a 
monotonously  easy  job  where  the  minutes, 
hours,  and  days  drag  by  in  dull  drudgery. 
I  may  be  breathlessly  trying  to  get  all  the 
absences  recorded  before  the  last  bell 
rings,  or  I  may  be  mentally  exhausted 
from  answering  a  constant  stream  of 
world-shaking  questions — such  as:  “Will 
there  not  be  any  home  room  period  to¬ 
day?” — but  I  am  never  bored. 

I  like  being  a  school  secretary  because 
I  like  administrators,  teachers,  and  kids. 


who,  by  and  large,  are  three  of  the  nicest 
kinds  of  people  I  know.  Yes,  they’re  the 
funniest  and  they’re  the  noisiest — but 
they’re  certainly  the  nicest! 

Most  of  all,  I  suppose,  I  like  being  a 
school  secretary  because  of  the  warm 
inner  satisfaction  that  comes  from  working 
at  what  I  believe  to  be  the  most  important 
work  in  the  world.  I’m  both  humble  and 
smug  about  being  a  school  secretary.  Engi¬ 
neers,  doctors,  nurses,  ministers — all  these 
represent  professions  of  high  calling,  for 
they  benefit  mankind  and  minister  unto 
human  needs. 

But  who  helps  make  these  engineers, 
doctors,  nurses,  ministers.  I  do.  I’m  the 
very  nerve  center  of  the  institution  which 
molds  and  produces  these  benefactors  and 
servants  on  whom  our  society  depends  for 
its  very  existence. 

One  of  my  kids  spots  me,  tugs  at  his 
mother’s  arm,  and  shouts  clear  across  the 
Kroger  Store— HEY,  MOM,  THERE’S  OUR 
SCHOOL  SECRETARY!! 

It  makes  me  smile  and  tremble.  We  work 
with  the  most  precious  stuff  in  the  world 
— youth  and  its  dreams  and  potentialities! 

Truly,  ours  is  a  privileged  profession  and 
a  sacred  trust. 


23 


Floors  rote? 

(TRY  THIS  SIMPLB  TEST  ..  .) 


[x]  appearance  —  are  you  proud  of  it? 

long  wear  —  are  taxpayers  getting  their  money's  worth? 
safety  —  can  you  walk  in  high  heels  without  slipping? 

0  maintenance  —  do  floors  always  look  newly-laid? 

And  do  the  custodians  get  this  result  without  back-breaking  labor? 


X.  "VES" wim 

FLOOR  TREATMENTS! 


Your  Hillyard  "Maintaineer  ®  "  Is 
"On  Your  Staff,  Not  Your  Payroll''. 

ST.  JOSEPH,  MO. 

Pattaic,  N.  J.  S-4  San  Jo««,  Calif. 


Our  Challenge 

by 

T.  A.  ROACH 

Superintendent  of  School*,  Andrews,  Texas 


Mr,  Roach  gave  ihit  talk  at  one  of  the  teuiont 
of  the  Work  Conference  in  July,  1958  at 
Auttin,  Texai. 

As  a  member  of  the  educational  team 
of  the  great  state  of  Texas,  I  address  you 
not  only  with  a  keen  sense  of  humility 
but  also  with  a  sincere  feeling  of  gratitude 
for  the  privilege  that  is  mine  of  speaking 
with  you  who  are  also  members  of  the 
composite  educational  team  of  our  state 
concerning  “Our  Challenge.” 

During  the  past  few  years  and  especi¬ 
ally  in  recent  months  the  course  of  human 
thought  and  reaction  to  achievements  of 
world  wide  signiflcance  together  with  the 
findings  of  the  White  House  Conference 
on  Education,  the  study  and  decisions  of 
the  State  Board  of  Education,  the  findings 
and  reports  of  the  County  Hale-Aikin 
Committees  and  the  anticipated  reports 
of  the  several  subject  area  Commissions 
in  Texas  largely  determine  the  basis  of 
our  challenge  today. 

Never  before  in  the  history  of  this  Coun¬ 
try  have  so  many  people  of  both  high 
and  low  estate  felt  the  call  to  express 
opinion  concerning  the  adequacy  and  the 
inadequacy  of  our  public  school  system. 
After  the  “Why  Johnny  Can’t  Read”  and 
the  Arthur  Bestor  type  attacks  had  been 
answered  and  proved  to  be  non-factual 
generally,  came  the  Russian  Sputnik  I 
and  the  public  charge  that  our  schools 
were  not  offering,  either  in  quantity  or 


quality,  adequate  courses  in  science,  math¬ 
ematics  and  foreign  language. 

Our  State  Board  of  Education  reacted 
to  some  of  the  latest  criticisms  by  appoint¬ 
ing  a  statewide  commission  of  professional 
educators  and  lay  citizens  to  launch  a 
study  on  the  adequacy  of  high  school 
graduation  requirements.  This  commission 
came  out  with  a  first  draft  of  proposed 
changes  and  submitted  the  proposals  to 
local  groups  for  further  study  and  recom¬ 
mendations.  Based  on  statewide  opinions 
and  recommendations  the  State  Board 
adopted  changes  in  the  high  school  pro¬ 
gram  by  specifying  additional  course  re¬ 
quirements  for  graduation  and  broadening 
the  elective  course  offerings.  We  may 
now  anticipate  as  a  result  of  the  Hale- 
Aikin  reports  and  the  subject  area  com¬ 
mission  studies  that  other  curriculum 
changes  will  be  made  in  the  near  future. 
Local  school  boards  and  lay  citizen  groups 
are  suggesting  more  math  and  science 
courses  and  a  general  improvement  in 
the  quality  of  all  courses  offered. 

Educators  with  national  prestige  such 
as  Dr.  James  Conant  and  Dr.  Jerry  Stod¬ 
dard  are  urging  more  math,  science  and 
foreign  language  and  the  use  of  closed 
circuit  television  as  a  teaching  aid. 

These  and  other  pressures  such  as  find¬ 
ing  more  and  better  trained  teachers, 
rating  teachers  for  merit  pay,  involving 
lay  groups  in  local  school  curriculum 
planning,  providing  effective  guidance  and 
counseling  for  secondary  students  and 
planning  programs  for  gifted  students  are 
facets  of  our  day  to  day  challenge. 

Are  all  of  these  challenges  to  be  placed 
on  the  debit  side  of  the  educational 
ledges?  Not  at  all!  They  but  speak  of 
an  aroused  public  interest  in  education 
which  if  directed  properly  may  be  the 
avenue  through  which  we  may  make  our 
most  significant  public  education  gains 
since  the  beginning  of  the  twentieth  cen¬ 
tury. 

How  are  we  to  react  to  criticism  and 
suggested  changes?  What  can  we  do? 
In  answer  to  these  questions  may  I  sug¬ 
gest  in  the  first  place  that  we  use  the 
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team  approach.  The  members  of  the  team 
are  the  school  employees:  the  custodian, 
bus  driver,  cafeteria  worker,  secretary, 
teacher,  principal,  supervisor,  business 
manager,  tax  collector,  assistant  superin¬ 
tendent  and  the  superintendent.  Each 
member  of  the  team  is  important;  has 
his  own  particular  duties  and  responsi¬ 
bilities.  But  his  job  is  a  part  of  the 
overall  objective  of  the  team.  The  team 
must  have  a  quarterback  to  call  the  sig¬ 
nals.  But  without  the  offensive  linemen 
to  block,  the  ends  to  catch  p>asses  and  the 
other  backs  to  block  and  carry  the  ball, 
the  quarterback  is  helpless.  There  must 
be  the  captain  who  makes  decisions  for 
the  team. 

To  be  effective  the  team  must  be  or¬ 
ganized.  This  emphasizes  that  each  mem¬ 
ber  of  the  team  knows  his  place  on  the 
team,  his  duties,  with  whom  he  works, 
to  whom  he  reports  and  his  relationship 
to  other  members  of  the  team. 

The  team  must  be  informed.  This  calls 
for  skull  practice,  when  all  members  of 
the  team  put  their  heads  together  to 
know  of  their  common  purposes  and  long 
range  objectives.  Each  member  of  the 
team  should  be  able  to  answer  factual 
questions  for  non-team  members  who  are 
either  friends  or  critics  of  the  team.  There 
may  be  only  one  such  opportunity  for  a 
non-team  member  to  understand  the  pur¬ 
poses  of  the  team.  (A  very  interested  and 
influential  mother  of  four  children  in 
our  school  system  said  to  me  last  Wed¬ 
nesday  evening  regarding  one  of  our  prin¬ 
cipal’s  secretaries,  “she  is  good  because 
she  has  information.  I  got  the  answers  I 
wanted  and  needed.”  Then  I  was  able  to 
give  a  plug  for  this  conference  as  a 
means  of  helping  secretaries  understand 
their  job  functions.) 

But  the  team  member  needs  more  than 
information,  he  needs  training  for  the 
job.  Long  before  the  game  is  played 
there  must  be  day  to  day,  week  by  week, 
months  and  even  years  of  skill  learning 
and  practice  to  perfect  learnings  and  un¬ 
derstandings.  (This  for  a  school  secretary 
involves  both  pre-service  and  in-service 
training.  In  your  panel  and  group  discus¬ 
sions  last  year  you  considered  the  matters 
of  training  and  job  classification.) 

Let  me  voice  some  personal  opinions 
here.  Within  the  next  decade  I  see  teach¬ 
ers  entering  the  teaching  profession  only 
after  the  fifth  year  of  pre-service  training. 
School  administrators  will  require  six 


years  of  training.  Part  of  this  time  for 
teacher  and  administrator  may  well  be 
extended  laboratory  exjjeriences  and  ap¬ 
prenticeship.  Why  should  we  not  gradu¬ 
ally  raise  the  training  period  for  the 
educational  secretary  to  a  bachelor  degree 
or  equivalent?  Surely  we  could  set  mini¬ 
mum  standards  of  training  as  evidenced 
by  an  appropriate  legal  certificate.  I  feel 
that  it  is  time  we  quit  losing  school  sec¬ 
retaries  to  business.  Training  standards 
and  commensurate  salary  should  help  us 
to  retain  our  secretaries. 

Finally,  the  members  of  the  team  must 
respect  other  members  of  the  team  irre¬ 
spective  of  job  classification.  Each  member 
is  essential  to  the  welfare  and  success 
of  the  team.  This  means  that  each  member 
of  the  team  respects  human  personality, 
the  dignity  and  worth  of  each  individual 
with  whom  he  is  associated  whether  it 
be  a  team  member  or  a  non  team  mem¬ 
ber.  Just  because  we  are  team  members 
we  do  not  own  the  team  or  its  members. 
This  is  true  whether  I  am  the  captain, 
the  quarterback  or  in  the  least  regarded 
position  on  the  team.  We  are  playing  the 
game  for  the  welfare  of  the  others. 

“Workmen  who  need  not  be  ashamed, 
rightly  dividing  the  word  of  truth.” 

In  closing  may  I  p)oint  to  the  words 
of  Henry  Van  Dyke  as  guidelines  for  all 
of  us  as  we  carry  out  our  individual 
functions  as  members  of  the  educational 
team. 


FOUR  THINGS 

Four  things  a  man  must  learn  to  do 
If  he  would  make  his  record  true 
To  think  without  confusion  clearly 
To  love  his  fellowman  sincerely 
To  act  from  honest  motives  purely 
To  trust  in  God  and  heaven  securely. 


NOW  IS  THE  TIME 

Suggestion*  for  revisions  to  the  NAES 
Constitution  and  By-Laws  are  in  order. 
Re-read  the  Constitution  and  send  your 
ideas  to  any  board  member  or  to 

Fannie  Billings,  Parliamentarian 
2711  Fairmount 
Dallas  1,  Texas 


Annual  Busmess  Meeting 

National  Association  of  Educational  Secretaries 
Forum  Room,  U.M.C.,  University  of  Colorado 
Boulder,  Colorado 

Saturday,  July  12,  1958  —  1:30  p.m. 

The  twenty-fourth  annual  business  the  annual  conventions  or  to  place  it  in  a 
meeting  of  the  National  Association  of  permanent  location. 


Eklucational  Secretaries  was  held  in  the 
Forum  Room,  University  Memorial  Cen¬ 
ter,  University  of  Colorado,  Boulder,  Colo¬ 
rado,  on  July  12,  1958,  with  President 
Corinne  Messenger  presiding.  The  meeting 
was  called  to  order  at  1:30  p.m.  and  a 
welcome  extended  by  the  president  to 
all  representatives  present. 

The  minutes  of  the  annual  business 
meeting  held  in  the  Penn-Sherwood  Hotel, 
Philadelphia,  Pennsylvania  on  June  29, 
1957,  were  read  by  Helen  Jayne  Hudson, 
Pittsburgh,  Pennsylvania  and  approved 
by  the  group. 

Isabel  Paddock  gave  the  treasurer’s  re¬ 
port  followed  by  a  report  from  the  audit¬ 
ing  committee  given  by  Alice  Lofblad, 
New  York  in  the  absence  of  the  chairman. 
Kathleen  Wilson,  New  York.  A  special 
praise  was  voiced  for  the  competent  job 
done  by  the  treasurer. 

The  president  then  called  for  reports 
from  the  chairmen  of  the  following  com¬ 
mittees  to  present  their  reports  to  the 
assembled  members. 

Affiliation  Committee — Evelyn  Shipley, 
California,  chairman,  reported  there  had 
been  147  affiliates  made  for  the  year  with 
26  new  associations  joining.  Six  of  these 
had  not  been  affiliated  for  some  years  and 
rejoined.  In  addition,  two  more  affiliates 
were  made  after  the  report  was  completed: 
Alabama  Association  of  School  Office  Per¬ 
sonnel  and  Clerical  &  Secretarial  Em¬ 
ployees  of  Schools,  California. 

Archives  and  Records  Committee — Mary 
Bowers,  Indiana,  chairman,  explained  the 
duties  of  this  committee  as  collecting  pro¬ 
grams,  news  items  and  other  interesting 
material  regarding  the  associations  and 
placing  them  in  the  scrapbook.  Names  of 
those  receiving  certificates  in  the  last 
two  years  have  been  added.  Grace  Holt, 
Arizona,  made  a  motion  to  accept  the 
report  and  it  was  seconded  by  Letha 
Walters,  Colorado.  The  president  asked  for 
the  members  to  be  considering  whether 
to  continue  exhibiting  the  scrapbook  at 


Convention  Committee — the  chairman 
was  not  present  and  no  report  was  given. 

Corresjtonding  Secretary,  Edith  Ham¬ 
mond,  New  Hampshire,  made  ten  mailings 
during  the  year,  in  addition  to  which 
there  are  two  mailings  ready  to  be  mailed 
as  a  help  to  the  incoming  secretary.  2637 
members  for  1957-58  were  reported  which 
is  an  increase  over  the  previous  year. 
697  did  not  renew.  It  was  urged  by  the 
secretary  that  information  on  new  mem¬ 
berships  be  turned  in  within  a  week  or 
two  after  collection  is  made,  and  that 
changes  of  address  be  reported  to  the 
corresponding  secretary  as  soon  as  pos¬ 
sible  to  avoid  having  to  pay  extra  postage 
on  mailings. 

Institute  Planning  Committee — Charlotte 
Parr,  Oregon  chairman,  outlined  the  ob¬ 
jectives  of  this  committee  and  annoiinced 
the  coming  Institutes:  In  1958  at  Michi¬ 
gan  State  University,  Blast  Lansing,  Michi¬ 
gan  and  at  University  of  Texas,  Austin, 
Texas  with  both  to  be  held  July  21-25. 
Institutes  for  1959  have  been  scheduled  at 
Washington  University,  St.  Louis,  Missouri, 
in  conjunction  with  the  national  conven¬ 
tion;  and  at  University  of  Texas,  Austin, 
Texas,  July  1959.  In  1960  there  will  be 
an  Institute  at  the  University  of  New 
Hampshire,  Durham,  N.  H.  at  the  na¬ 
tional  convention  July  25-29  and  at  the 
University  of  Arkansas,  Fayette,  Arkan¬ 
sas  on  the  same  dates.  A  special  invitation 
was  extended  by  the  chairman  to  come 
to  Oregon  State  College,  Corvallis,  Ore¬ 
gon  in  1961,  the  date  to  be  announced 
later.  An  Institute  was  planned  for  Flor¬ 
ida  in  1961,  also.  During  the  summer  of 
1962,  when  the  national  convention  meets 
at  Northwestern  University  in  Chicago 
there  will  be  an  Institute  held.  Other 
Institutes  and  Workshops  are  to  be  an¬ 
nounced  later.  The  chairman  voiced  an 
appreciation  to  the  Colorado  members  for 
their  work  on  the  Institute  in  Boulder  this 
summer. 

Mailing  Committee — was  not  functioning 


at  this  time  due  to  the  resignation  of  the 
committee  members. 

Membership  Committee — Gertrude  John¬ 
son,  Michigan,  chairman,  announced  a 
total  of  2634  members  which  is  a  238 
gain  over  1957.  California,  Pennsylvania 
and  Colorado  have  the  largest  member¬ 
ships  in  that  order.  Representatives  pres¬ 
ent  from  the  CENTRAL  and  the  GEN¬ 
ERAL  Committee  were  introduced  so  those 
desiring  to  renew  their  membership  could 
do  so  now. 

Rachel  Maynard,  Arizona,  editor  of  the 
National  Educational  Secretary,  intro¬ 
duced  her  staff  and  emphasized  that  three 
issues  of  the  magazine  are  included  in 
the  membership  dues.  Mary  Ellen  Dett- 
weiler  from  Elkhart,  Indiana,  was  intro¬ 
duced  as  the  new  editor  of  the  magazine. 

Professional  Standards  Program  Com¬ 
mittee — report  was  given  by  Mary  Law¬ 
rence,  Registrar.  Those  receiving  certifi¬ 
cates  for  professional  standards  will  be 
honored  at  the  banquet  this  evening  and 
get  life  membership  cards.  Pictures  will  be 
taken  which  can  be  purchased  by  those 
who  wish  one.  Other  pictures  were  taken 
of  the  convention  for  the  national  maga¬ 
zine.  It  was  stressed  that  those  who  were 
desiring  to  take  college  courses  for  credit 
but  lacked  transcripts  from  their  high 
school  or  business  college  should  contact 
their  State  Educational  Associations,  past 
instructors,  or  the  school  to  obtain  such 
records.  Means  of  securing  a  high  school 
diploma  or  its  equivalent  were  explained. 
A  special  thanks  to  Mary  Lawrence,  who 
is  not  now  an  active  member  of  the  asso¬ 
ciation  but  has  performed  the  duties  of 
registrar,  was  given  by  the  president. 
Mary  answered  with  the  pleasure  she  has 
gained  from  her  work  on  behalf  of  the 
NAES. 

Promotional  Committee — chairman,  Em¬ 
ma  Castner,  was  not  present.  Edith  Ham¬ 
mond,  New  Hampshire  presented  the  com¬ 
mittee’s  report.  New  lists  of  prospective 
members  were  forwarded  to  the  member¬ 
ship  committees  in  the  various  states.  It 
was  suggested  that  names  of  persons  who 
are  not  responsive  should  be  removed 
from  the  lists.  Also,  the  funds  in  the 
budget  for  this  committee  should  be  raised 
from  $75  to  $85  because  of  the  increased 
mailing  costs. 

Publication  Committee — Marion  Wood, 
chairman,  introduced  the  regional  chair¬ 
men  who  are  working  on  the  1959  Bien¬ 
nial  and  commented  on  the  great  amount 


of  time  and  money  involved  in  the  pub¬ 
lication.  She  paid  a  tribute  to  the  former 
committee  and  their  publication,  FILE  IT 
RIGHT.  The  title  of  the  new  publica¬ 
tion  is  planned  to  be,  PLANNING  YOUR 
JOB,  which  will  appear  on  the  front  and 
DO  IT  on  the  back. 

Publicity  Committee — report  was  given 
by  Bernice  Jones,  Washington,  D.  C.  in 
the  absence  of  chairman,  Eleanor  Egner. 
The  new  “project”  for  this  year  was  the 
sending  of  news  items  about  those  educa¬ 
tional  secretaries  who  received  Certificates 
under  the  Professional  Standards  Program 
for  publication  in  local  papers.  Martha 
Luck  contacted  the  NEA  regarding  the 
printing  of  a  publicity  brochure  to  pro¬ 
mote  sales  of  the  three  publications,  FILE 
IT  RIGHT  AND  FIND  IT,  BLUEPRINT 
FOR  ACTION,  and  ACTION  AND  RE¬ 
ACTION  as  a  “package  deal”  at  a  dis¬ 
counted  price.  Copies  of  the  Nancy  Na¬ 
tional  brochure  were  sent  to  several  asso¬ 
ciations  asking  for  them. 

Regional  Conference  Committee — Vir¬ 
ginia  Riley,  chairman,  reminded  the  group 
that  regional  conferences  are  held  to  ac¬ 
quaint  secretaries  with  the  work  of  NAES. 
The  first  conference  in  1958  was  at  Santa 
Barbara,  California,  February  21-23.  Nine 
states  were  represented  by  a  total  of  283 
people.  A  second  conference  in  Milwau¬ 
kee,  Wisconsin  on  April  11-13  used  the 
theme,  “Pride  Promotes  Professional 
Growth”  (suggested  by  Irene  Hays?). 
There  were  153  persons  from  10  states 
in  attendance  at  this  conference.  $4l5 
were  gained  from  these  conferences  for 
the  national  association.  The  announce¬ 
ment  was  made  of  a  meeting  with  the 
AASA  in  Atlantic  City,  New  Jersey, 
February  14,  15  and  16,  1959;  and  one 
April  24  to  26,  1959  in  San  Antonio,  Texas. 
New  Regional  Conference  Chairman, 
Pauline  Hollis,  was  introduced. 

Ways  and  Means  Committee — was  not 
represented,  but  the  president  reported 
there  had  been  $85.86  collected  and  turned 
in  this  year. 

Constitutional  Revisions  Committee — 
Fannie  Billings,  Texas,  chairman,  reported 
assistance  given  to  one  association  on  re¬ 
vising  their  constitution  and  help  to  an¬ 
other  in  establishing  a  constitution.  No 
requests  were  received  for  changing  the 
national  constitution. 

The  president  then  called  for  discussion 
on  the  committee  reports.  The  question 
was  raised  by  the  state  treasurer  of  Illinois 
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as  to  why  the  information  of  whether 
members  are  new  or  renewing  could  not 
be  sent  to  the  treasurers  as  well  as  to 
the  presidents  of  state  associations.  Ger¬ 
trude  Johnson,  Michigan,  chairman  of  the 
Membership  Committee  accepted  the  sug¬ 
gestion.  Another  member  suggested  that 
name  tags  for  the  convention  should  desig¬ 
nate  the  district  sending  the  delegate 
when  this  differs  from  their  home  town. 
It  was  decided  this  is  an  individual  prob¬ 
lem  which  could  be  solved  by  making  the 
request  on  the  registration  blank.  That 
there  may  have  been  some  difference  this 
year  was  explained  by  the  fact  that  the 
name  tags  were  printed  at  the  University 
of  Colorado  and  not  by  National. 

Unfinished  business  was  called  for  and 
Edith  Hammond,  New  Hampshire,  new 
chairman  for  the  Advisory  Council  gave 
the  report  of  their  meeting  held  July  12, 
1958  from  9:40  a.m.  to  11:50  a.m.  in  the 
Forum  Room,  U.M.C.,  University  of  Colo¬ 
rado. 

The  report  of  the  Election  Committee 
was  read  by  Corinne  Messenger,  president, 
in  the  absence  of  Emma  Castner,  chairman. 
After  the  introduction  of  retiring  officers, 
the  staff  of  officers  for  1958-59  and  1959-60 
was  given  as  follows: 

President  .  Rachel  Maynard 

Second  Vice-President  . .  Charlotte  Parr 
Corresponding  Secretary  . .  Angie  Holms 
Treasurer  ....  Isabel  Paddock,  reelected 
Executive  Board  Members 

. Pauline  Hollis  and  Lois  Lillie 

Other  staff  members  for  the  year  1958-59 
are  as  follows: 

First  Vice-President  . .  Edith  Hammond 
Third  Vice-President 

.  Gertrude  Johnson 

Recording  Secretary 

. Helen  Jayne  Hudson 

Executive  Board  Members 

....  Eleanor  Egner  and  Shirley  Yetter 
Fannie  Billings,  Texas,  installed  the  officers 
above  named,  and  on  behalf  of  the  na¬ 
tional  association  members  gave  a  special 
thanks  to  Corinne  Messenger,  outgoing 
president,  for  her  leadership  and  unceas¬ 
ing  efforts  the  past  two  years. 

A  motion  for  adjournment  was  made  by 
Betty  Ely,  New  Jersey,  with  second  by 
Mary  Craven,  Washington,  at  3:30  p.m. 

Helen  Jayne  Hudson 
Recording  Secretary 


NATIONAL  ASSOCIATION  OF 
EDUCATIONAL  SECRETARIES 

ADVISORY  COUNCIL  MEETING 
July  12,  19S8 

The  annual  meeting  of  the  Advisory 
Council  was  opened  at  9:40  a.m.,  July 
12,  1958,  in  the  Forum  Room  of  the  Mor¬ 
rill  Building,  University  of  Colorado, 
Boulder,  with  Evelyn  Shipley,  California, 
Chairman  of  Affiliations,  presiding.  Edith 
E.  Hammond,  New  Hampshire,  was  ap¬ 
pointed  Secretary  Pro  tern. 

The  minutes  of  the  1957  meeting  were 
read.  Elizabeth  Ely  of  New  Jersey  moved 
that  they  be  accepted  as  read.  Isabel  Pad- 
dock,  New  York,  seconded  the  motion; 
motion  carried. 

The  Chairman  read  the  Constitution  re¬ 
garding  the  Advisory  Council  duties. 

Marguerite  Kennedy,  Texas,  reported 
on  the  mailing  problems.  Printed  copies 
of  recommendations  were  distributed  and 
read.  Discussion  followed. 

Angie  Holms,  California,  moved  that  the 
second  paragraph  be  changed  to  read, 
“One  list  be  sent  to  the  National  Mailing 
Chairman” — rather  than  two  lists.  Winnie 
Bolinger,  Oregon,  seconded  the  motion; 
motion  was  carried. 

Helen  Jayne  Hudson,  Pennsylvania, 
moved  that  “Each  state  be  responsible  for 
mailing  the  potential  mailing  list  to  the 
NAES  mailing  chairman — the  responsible 
person  in  the  individual  state  to  be  deter¬ 
mined  by  the  State  President.”  Letha 
Walters,  Colorado,  seconded  the  motion; 
motion  was  carried. 

Annette  Uehling,  California,  moved  that 
the  recommendations  as  revised  be  adopt¬ 
ed.  Isabel  Paddock,  New  York,  seconded 
the  motion;  motion  was  carried. 

The  Chairman  of  Affiliations,  Evelyn 
Shipley,  thanked  Marguerite  Kennedy 
and  her  Committee  for  the  time  and  work 
involved  in  making  this  report  and  the 
recommendations. 

There  was  no  report  from  the  Committee 
on  Handbooks  for  Local  Associations. 

Fannie  Billings,  Parliamentarian,  report¬ 
ed  there  were  no  constitutional  changes 
or  recommendations. 

The  following  p)eople  were  elected  to 
serve  on  the  Elections  Committee  for  the 
coming  year:  Op>al  Faulk  of  Kansas;  Win¬ 
nie  Bolinger  of  Oregon. 

Edith  Hammond,  New  Hampshire,  was 
introduced  to  the  Council  as  the  Chairman 
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of  Affiliations  for  the  coining  year. 

A  discussion  on  programs  for  local  and 
state  associations  was  held.  Suggestions 
were  made  by  various  members  and  such 
suggestions,  with  others  as  they  are  gath¬ 
ered  throughout  the  year,  will  appear  in 
THE  HAMMOND  ORGAN— the  periodic 
publication  of  the  Chairman  of  the  Affilia¬ 
tions  and  Organizational  Planning  Com¬ 
mittee. 

Upon  motion  that  was  seconded  and 
carried,  the  meeting  adjourned  at  11:59 
a.m. 

Edith  Hammond 
Secretary  Pro  Tern 


Dora  L,  Slevenr,  Rockv  Hill,  Connecticut  urint 
the  Cndencood  Portable  Typewriter  given  at 
Ike  Intlilule  Prite  hr  the  Vndencood  Corprtra- 
lion. 


REQUEST  FOR  APPLICATION  FORMS 
for 

Professional  Standards  Program 
of  the 

National  Association  of  Educational  Secretaries 

Miss 

Mrs. 

Name  Mr . 

(l-.ist)  (First)  (Middle) 

Mailing 

address  . 

(Street  and  Nu!n!>er) 

address  . 

(City  (Zune)  (.State) 

Date  .  Mail  to:  Mrs.  Mary  C.  Lawrence 

Registrar  of  Standards  Program 
103  Lucky  Street 
Fayette,  Missouri 
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ACTIVITIES,  PLANS.  AND  PROJECTS  OF  THE 
NATIONAL  ASSOCIATION  OF 
EDUCATIONAL  SECRETARIES 


Professional  Standards  Program 
The  Second  Y ear 


by 

Mary  C.  Lawrence,  Registrar 
Martha  S.  Luck,  Co-Chairman 


f  • 
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Almost  half  of  the  educational  secretar¬ 
ies  who  qualified  during  the  current  year 
for  a  Certificate  under  the  Professional 
Standards  Program  of  the  National  As¬ 
sociation  of  Educational  Secretaries  were 
present  at  the  annual  convention  banquet 
session  July  12  to  receive  the  parchment 
from  Mrs.  Martha  S.  Luck,  Chairman  of 
the  Program  during  the  first  two  years. 
Those  present  are  pictured  here. 

The  69  secretaries  who  qualified  for 
certificates  this  second  year  represent  an 
increase  of  32%  over  the  number  honored 
last  year.  They  come  from  24  states  in¬ 
cluding  the  District  of  Columbia;  Califor¬ 
nia  leads  the  States  with  the  greatest  num¬ 
ber  represented,  while  Colorado  and  Texas 
tie  for  second  place. 

At  the  conclusion  of  the  certificate  pre¬ 
sentation  ceremonies  Mrs.  Luck,  upon  vote 
of  the  Executive  Board,  awarded  a  “sur¬ 
prise”  Grade  IX  Certificate  to  Registrar 
Mary  C.  Lawrence.  She  qualified  in  every 
area  for  the  Certificate  but  because  she 
was  acting  registrar  of  the  program,  had 
not  applied.  Through  a  Resolution,  read 
at  the  conclusion  of  the  banquet  by  in¬ 
coming  President  Rachel  Maynard,  public 
recognition  was  given  to  Martha  S.  Luck 
for  her  ten  years  of  service  and  leader¬ 


ship  in  our  Association  and  especially  her 
work  for  and  with  the  Professional  Stand¬ 
ards  Program. 

One  hundred  twenty-one  secretaries  have 
received  certificates  under  the  Professional 
Standards  Program.  We’d  like  for  you  to 
know  who  they  are. 

Certificates  Awarded  June  29,  1957, 
in  Philadelphia,  Pennsylvania 

GRADE  I 

Ethel  S.  Attwill,  Connecticut 
Lula  M.  Burrell,  North  Carolina 
Alberta  F.  Donahue,  Massachusetts 
Angie  Holms,  California 
Madeline  Y.  Judd,  Connecticut 
Isabel  M.  Paddock,  New  York 
Gertrude  S.  Trost,  New  Jersey 
GRADE  II 
(None) 

GRADE  III 

Fannie  B.  Billings,  Texas 
Beatrice  B.  Gill,  Virginia 
Grace  B.  Holt,  Arizona 
Beulah  T.  Jones,  Virginia 
Maria  Luisa  Lopez,  California 
GRADE  IV 

Rosalie  Kollarich,  Minnesota 
Mildred  H.  Williamson,  Pennsylvania 
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GRADE  V 

Frankie  A.  Anderson,  Virginia 
Edith  E.  Hammond,  New  Hampshire 
Helen  Jayne  Hudson,  Pennsylvania 
GRADE  VI 

Eleanor  Delaney,  New  York 
Vivian  G.  Ferguson,  Arkansas 
Ruth  L.  Garnett,  Virginia 
Corinne  Messenger,  Arkansas 
Virginia  F,  Riley,  Illinois 
Edna  K.  Tilman,  Virginia 
Iva  O.  Vest,  Texas 
Florence  J,  Westfield,  Maryland 
GRADE  VII 

Winifred  N.  Baker,  Maryland 
Frances  E.  Hill,  Ohio 
Mary  T.  Shay,  Connecticut 
GRADE  VIII 

Ruth  P,  Alexander,  Texas 
Ada  M.  Childers,  Texas 
May  Joe  Craig,  Virginia 
Ruth  M.  Crowley,  Massachusetts 


GRADE  VIII  (Continued) 

Clara  S.  Dumbleton,  New  Jersey 
Lucile  W.  Garrison,  Virginia 
Mary  S.  Gostlin,  California 
Romayne  Haggard,  Texas 
Mary  Belle  Hill,-  Texas 
Juan  R.  Huseby,  Washington 
Barbara  G.  Jeffers,  Connecticut 
Marguerite  S.  Kennedy,  Texas 
Sadie  L.  Lobo,  Florida 
Sarah  G.  Mathews,  Texas 
Rachel  Maynard,  Arizona 
Dolores  R.  Orth,  Wisconsin 
Charlotte  L.  Parr,  Oregon 
Josephine  J.  Reginato,  Oregon 
Ruby  L.  Riedel,  Texas 
Lola  E.  Rieke,  Illinois 
Josephine  G.  Saunders,  Indiana 
Merle  H.  Scheibner,  Michigan 
Marguerite  L.  Shanahan,  Massachusetts 
GRADE  IX 

Ann  Jean  Clarke,  New  Jersey 


Certificates  Awarded  July  12,  1958, 
in  Boulder,  Colorado 


GRADE  I 

Ida  G.  Bell,  Pennsylvania 
Mary  H.  Bendickson,  California 
Dorothy  D.  Call,  Pennsylvania 
Hertha  P.  Cupan,  Illinois 
Martha  S.  Gilbert,  Maryland 
Gertrude  Johnson,  Michigan 
Burnes  P,  Jones,  Washington,  D.  C. 
Mary  B,  Keller,  New  York 
Elnora  G.  Miller,  California 
Jean  Molgard,  Connecticut 
Agnes  Schlender,  South  Dakota 
Lucretia  C,  Wilson,  California 
Shirley  K.  Yetter,  Colorado 
GRADE  II 
(None) 

GRADE  III 

Cora  S.  Korte,  Arizona 
Margaret  L.  Moorman,  Illinois 
Ann  Elizabeth  Plamp,  Kentucky 
Myrtle  J.  Severson,  California 
Elizabeth  C.  Vasquez,  Colorado 
Letha  E.  Walters,  Colorado 
GRADE  IV 

Lottie  C.  Beebe,  Connecticut 
Martha  H.  Bond,  Connecticut 
Virginia  M.  Gieke,  California 
Lois  E.  Lillie,  Delaware 
Virginia  Mathony,  California 
Phyllis  M.  McMillan,  Texas 
Addie  S.  Meyer,  Kentucky 


GRADE  V 

Olive  W,  Gault,  Colorado 
Lillie  M.  Harrison,  Minnesota 
Mary  Ann  Heggen,  Iowa 
Carmen  C.  Johnson,  Colorado 
Ruth  F,  Smith,  California 
Margaret  B.  Trayner,  California 
GRADE  VI 

Winnie  C.  Bolinger,  Oregon 
Dorothy  R.  Dunkle,  Missouri 
Mary  Frances  Evans,  Delaware 
Lorraine  S.  Hagglund,  Minnesota 
Josephine  N.  Higley,  Iowa 
Pauline  M.  Hollis,  Indiana 
Scott  S.  Keeton,  Virginia 
Vivian  M.  Pines,  Iowa 
Dorothy  H.  Pykles,  Minnesota 
Madelyn  N.  Sellinghausen,  Colorado 
Mary  C.  Thompson,  Illinois 
Helen  D.  Welch,  Arkansas 
GRADE  VII 

Lillie  B.  Dunn,  Kentucky 
Amy  S.  Ruhland,  Missouri 
Betty  J.  Schaffer,  Illinois 
L.  Helen  Smith,  Oregon 
GRADE  VIII 
Gladys  J.  Beer,  Texas 
Frances  Bogart,  Oregon 
Marcheta  Corriveau,  Colorado 
Edith  H.  Dunn,  Oregon 
Elizabeth  H.  Ely,  New  Jersey 
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GRADE  VIII  (Continued) 

Jean  D.  Fritsche,  Missouri 
Sarah  K.  Gallagher,  Texas 
Marion  A.  Harding,  California 
Inda  V.  Jacobs,  Texas 
f  Myrtle  L.  Lucht,  Wisconsin 

Helen  D.  McGuan,  Texas 
Loretta  P.  Nelson,  Minnesota 
Alice  N.  Purtill,  Connecticut 
I  Ruth  B.  Reiss,  Missouri 

Frances  H.  Scott,  Arizona 
Hazel  Shimmin,  Minnesota 
Mona  Smith,  Kansas 
Mary  E.  Zimmerman,  South  Dakota 

GRADE  IX 

Dorothy  T.  Arnold,  Texas 
Newell  A.  Burke,  Texas 
:  Ethel  M.  Shimmin,  South  Dakota 

I 

Any  applicants  planning  to  meet  the 
educational  requirements  of  a  certificate 
by  taking  the  tests  will  need  to  keep  in 
mind  that  applications  must  be  postmarked 
no  later  than  APRIL  10  prior  to  May  8 
and  9,  1959.  Additional  test  centers  could 
be  set  up  during  the  year  upon  petition  of 
10  persons  wishing  to  take  one  or  more 
tests  and  suggesting  a  college  location. 

c  • 

Location  of  Test  Centers 


Northwestern  University 
Chicago,  Illinois 

University  of  Wichita 
Wichita,  Kansas 


Boston  University 
Boston.  Massachusetts 


Wayne  State  University 
Detroit,  Michigan 


Macalester  College 
St.  Paul,  Minnesota 


Kent  State  University 
Kent,  Ohio 

University  of  Oregon  H 

Eugene,  Oregon  H 

University  of  Utah  H 

Salt  Lake  City,  Utah  I 

Longwood  College  H 

Farmville,  Virginia  U 


Tests:  May  8  and  9,  1959 

University  of  Arizona 
Tucson,  Arizona 


University  of  Arkansas 
Extension  Center 
Little  Rock,  Arkansas 

University  of  California 
Lr.s  Angeles,  California 


University  of  Denver 
Denver,  Colorado 


University  of  Florida 
Gainesville,  Florida 


€)  § 


Florida  Agricultural  and 
Mechanical  University 
Tallahassee,  Florida 


Since  the  May  15,  1958  deadline  for 
certificates  to  be  awarded  at  the  annual 
convention  in  Boulder,  several  applications 
have  been  received  and  have  been 
processed.  Thus  the  list  grows  for  1959 
when  it  is  anticipated  there  will  be  a 
greater  increase  than  this  year’s  32%. 
MAY  15,  1959  will  be  the  deadline  for 
clearing  completed  applications  for  cer¬ 
tificates  to  be  awarded  in  July  1959.  Mem¬ 
bers  are  urged  to  file  applications  and 
begin  submitting  the  data  for  the  different 
requirements,  even  though  it  might  take 
several  years  to  earn  the  points  needed  for 
the  grade  certificate  desired.  If  you  have 
a  certificate,  start  working  toward  a  higher 
one! 

Send  in  your  request  for  the  application 
forms  and  take  the  first  step  toward  the 
earning  of  a  Professional  Standards  Cer¬ 
tificate.  If  you  do  not  have  a  copy  of  the 
Professional  Standards  Program  brochure, 
which  outlines  the  certificate  requirements, 
write  for  one. 
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NATIONAL  ASSOCIATION  OF  EDUCATIONAL  SECRETARIES  WHO  WERE 
PRESENT  TO  RECEIVE  CERTIFICATES  AT  BOULDER,  COLORADO 

JULY  12,  1958 


Fir*t  Row,  left  to  right 

Shirley  K.  Yetter,  Colorado 
Cora  S.  Korte,  Arizona 
Frances  Bogart,  Oregon 
Hazel  Shimmin,  Minnesota 
Ethel  M.  Shimmin,  South  Dakota 
Loretta  P.  Nelson,  Minnesota 
Edith  H.  Dunn,  Oregon 
Lillie  B.  Dunn,  Kentucky 
Mary  Ann  Heggen,  Iowa 
Pauline  M.  Hollis,  Indiana 
Vivian  M.  Pines,  Iowa 
Mona  Smith,  Kansas 
Mary  Frances  Evans,  Delaware 
Lois  E.  Lillie,  Delaware 
Olive  W.  Gault,  Colorado 
Jean  D.  Fritsche,  Missouri 
Amy  S.  Ruhland,  Missouri 
Ruth  F.  Smith,  California 


Second  Row,  left  to  right 

Frances  H.  Scott,  Arizona 
Gladys  J.  Beer,  Texas 
Phyllis  M.  McMillan,  Texas 
Lillie  M.  Harrison,  Minnesota 
Mary  E.  Zimmerman,  South  Dakota 
Gertrude  Johnson,  Michigan 
Mary  C.  Lawrence,  Missouri 
Martha  S.  Luck,  Illinois 
Bumes  P.  Jones,  District  of  Columbia 
Winnie  C.  Bolinger,  Oregon 
Elizabeth  H.  Ely,  New  Jersey 
Elizabeth  C.  Vasquez,  Colorado 
Virginia  Mathony,  California 
Letha  E.  Walters,  Colorado 
Madelyn  N.  Sellinghausen,  Colorado 
Betty  J.  Schaffer,  Illinois 
Carmen  C.  Johnson,  Colorado 


An  Investment  That  Will  Pay  Off 


by 

VIRGINIA  MATHONY 
Secretary,  Whittier  School  of  Adult  Education 
Whittier,  California 

Associate  Editor,  NES 


It  is  hard  for  me  to  tell  you  how  a 
wonderful  investment  like  this  package 
deal  will  pay-off  for  you  because  every¬ 
one  who  has  used  the  books  has  profited 
in  a  different  way. 

Here  is  part  of  a  letter  I  received  the 
other  day.  I  would  like  to  share  it  with 
you: 

“I  have  just  finished  setting  up  my 
files  for  this  school  year.  I  am  so  proud 
of  them  that  I  want  everyone  to  know 
about  the  wonderful  system  that  I  used. 
And  it  was  so  easy,  too!  I  just  chose  the 
classifications  listed  in  File  It  Right  that 
applied  to  my  office  and  made  subhead¬ 
ings  as  were  needed. 

“I  am  a  new  member  of  NAES,  and 
just  heard  about  File  It  Right  and  the 
other  publications  last  summer  at  Boulder. 
I  bought  File  It  Right  along  with  Blue¬ 
print  For  Action,  and  Action  and  Reaction 
— only  $3.25  for  all  three  books.  A  $4.25 
value. 

“We  have  needed  an  office  handbook 
for  a  long  time,  and  I  have  been  trying 
to  write  one  ever  since  last  spring.  The 
reason  I  kept  putting  it  off  was  that  I 
didn’t  know  just  what  to  include  and  how 
to  get  started.  Now  I  am  using  Blueprint 
jor  Action  as  a  guide,  and  I  find  the  job 
quite  simple. 

"Action  and  Reaction  is  full  of  good 
suggestions.  It  has  made  me  realize  how 
important  it  is  to  be  courteous  and  help¬ 


ful  at  all  times — both  during  and  after 
working  hours. 

“I  just  had  to  write  this  letter  and  tell 
you  how  much  these  books  have  helped 
me  even  though  I  know  that  you  have 
heard  this  praise  over  and  over  again 
from  other  Nancies.  I  have  told  my  co¬ 
workers  about  the  books  and  the  special 
offer  of  all  three  for  $3.25,  and  I  sin¬ 
cerely  believe  that  every  office  employee 
should  have  her  own  set  for  reference. 

Sincerely, 

A  New  Nancy” 
Yes,  Nancy  is  right.  Every  educational 
office  employee  should  have  a  set  of  these 
NAES  publications. 

FILE  IT  RIGHT— AND  FIND  IT  is  a 
filing  manual  for  secretaries,  clerks,  and 
administrators  in  schools  and  administra¬ 
tive  offices. 

BLUEPRINT  FOR  ACTION  is  a  hand¬ 
book  on  handbooks  and  tells  you  why  each 
school  and  office  needs  a  handbook,  and 
shows  you  how  to  prepare  one. 

ACTION  AND  REACTION  is  on  public 
relations  and  tells  how  each  employee  is  a 
representative  of  the  school  district  when 
dealing  with  students,  parents,  teachers, 
and  the  community. 

Write  now  for  your  copies.  Send  your 
order  to  National  Educational  Association, 
1201  16th  Street,  N.W.,  Washington,  D.  C. 
Make  checks  payable  to  National  Educa¬ 
tional  Association. 


NANCY  BRINGS  YOU  THE  LATEST  PROJECT 
FOR  LIFE  MEMBERS 

by 

MARY  BOWERS 

Secretary  to  Superintendent  of  Schools, 

Crawfordsville,  Indiana 
and 

Chairman,  Life  Membership  Committee 

At  the  meeting  in  Boulder  the  Execu-  tunity  to  help  build  the  program  and  indi- 
tive  Board  made  plans  to  solicit  the  more  cate  the  areas  in  which  they  would  like 
than  one  hundred  Life  members  for  con-  .to  participate. 

tinned  service  to  the  NAES.  Many  of  these  One  of  the  special  areas  of  the  work  of 
members  have  been  officers  and  committee  this  group  will  be  to  look  to  the  future 
members,  and  have  demonstrated  evidence  and  interest  more  people  in  the  educa- 
of  continued  professional  growth.  They  tional  secretarial  field  and  in  the  associa- 
will  be  able  to  see  the  work  of  the  organ-  tion.  These  members  can  be  a  “voice” 
i’ation  in  all  of  its  facets,  and  serve  in  in  the  field  work,  helping  with  organiza- 
all  areas  to  help  in  the  continuation  of  the  tion  meetings,  assisting  with  plans  for 
program  of  professional  advancement.  regional  meetings,  and  extending  general 

Progress  requires  faith  in  the  future  of  good-will.  This  will  be  especially  helpful 
our  profession  and  organization  and  in  the  in  areas  where  there  is  a  limited  mem- 
certainty  that  by  working  together  with  bership  at  the  present  time.  Leadership 
clear  purposes  we  can  improve  the  asso-  in  all  state  and  local  communities  will 
ciation  and  build  for  the  future.  help  guarantee  the  success  of  the  profes- 

Life  members  will  be  given  an  oppor-  sional  growth  of  the  organization. 


THE  JOB  OF  A  GOOD 
SCHOOL  SECRETARY 

by  Mr*.  Gladys  M.  Platt, 
North  Bethesda  Junior  High, 
Bethesda,  Maryland 


She  should  be  a  good  typist  and  ste¬ 
nographer;  have  a  knowledge  of:  Plumb¬ 
ing,  nursing,  mending,  money  and  banking, 
and  the  intricacies  of  the  custodial  profes¬ 
sion.  She  should  like  to  run,  have  a  strong 
back,  a  sympathetic  ear,  the  p>atience  of 
Job,  a  constant  smile  and  nerves  of  iron. 

It  would  help  if  she  could  arrange 
flowers,  know  the  difference  between  an 
oboe  and  a  piccolo,  liked  the  PTA  and 
could  leap  the  conversational  chasm  be¬ 
tween  discussion  of  the  current  history 
contest  with  the  DAR  lady  and  directing 
the  truckman  where  to  dump  the  load  of 
crushed  bluestone. 

She  shouldn’t  be  aghast  when  asked  to 


mend  a  p>air  of  pants  with  a  small  boy  in 
them — or  dry  some  adolescent  tears. 

For  the  days  when  the  fire  alarm  glass 
gets  accidentally  broken  while  tests  are 
going  on  throughout  the  school,  the  buses 
are  late  for  a  scheduled  trip  and  the  dis¬ 
covery  is  made  that  there  is  no  more  ditto 
paper — the  courage  to  brazen  it  through. 

Necessary  equipment — orthopedic  shoes, 
roller  skates,  and  a  large  bottle  of  tran¬ 
quilizers. 

And  from  the  mother  who  comes  in  the 
middle  of  it  all  and  gurgles — “How  do  you 
ever  stand  it — it  would  drive  me  insane” 
— she’s  absolutely  right — it  helps! 


Election  of  Officers  For  1959-1961  or 
Let’s  Prepare  the  Ballot 

by 

CORINNE  MESSENGER 
Junior  Past  President 


You,  as  a  member  of  the  National  Asso¬ 
ciation  of  Educational  Secretaries,  have  the 
privilege — and  it  is  your  duty — to  elect 
your  officers.  Not  only  should  you  exercise 
the  right  of  the  ballot,  but  you  should  help 
select  the  candidates  for  the  ballot. 

The  Committee  on  Elections  consists  of 
five  members,  according  to  the  provisions 
of  the  Constitution.  Two  are  elected  by 
the  Advisory  Council  from  the  member¬ 
ship  of  the  Council.  Two  are  from  the 
members  of  the  Executive  Board  and  one 
is  from  the  membershio  at  large,  all  three 
selected  by  the  President  with  the  ap¬ 
proval  of  the  Executive  Board.  In  select¬ 
ing  members  for  the  Committee,  geo¬ 
graphic  locations  are  kept  in  mind  so  that 
the  entire  country  may  be  represented  as 
well  as  possible.  The  Committee  on  Elec¬ 
tions  for  1959  is  as  follows 
Two  Advisory  Council  Members 
Winnie  Bolinger,  Eugene,  Oregon 
Opal  Faulk,  Wichita,  Kansas 
Two  Executive  Board  Members 
Lois  Lillie,  Camden,  Delaware 
Corinne  Messenger,  North  Little  Rock, 
Arkansas 

One  Member  at  Large 
Sara  Milner,  Atlanta,  Georgia 
The  members  of  this  committee  will 
appreciate  your  help  in  selecting  candi¬ 
dates  for  the  ballot  which  will  go  out 
early  in  1959. 

Because,  sometimes,  several  members 
have  to  be  contacted  before  one  candidate 
can  be  secured,  and  because  only  one  of 
the  candidates  needed  for  the  ballot  can 
be  contacted  at  one  time,  there  is  need 
for  quick  action  in  getting  your  sugges¬ 
tions  to  the  committee.  Therefore,  will  you 
please  send  in  your  suggestions  for  candi¬ 
dates  now!  These  will  be  considered  by 
the  committee  and  those  receiving  the 
greatest  support  and  who  are  the  best 
qualified  will  be  invited  to  allow  their 
names  to  go  on  the  ballot.  An  accompany¬ 


ing  tabulation  will  give  you  a  picture  of 
the  present  status  of  officers  including 
the  offices  to  be  filled  by  the  coming  elec¬ 
tion,  which  are  as  follows: 

First  Vice  President  —  This  office  is 
now  filled  by  Edith  Hammond,  appointed 
by  the  President,  who  may  run  for  elec¬ 
tion  but  must,  according  to  the  Constitu¬ 
tion,  have  an  opponent  or  running  mate. 

Third  Vice  President  —  Gertrude  John¬ 
son  is  completing  her  second  term  as  our 
Third  Vice  President.  Two  candidates 
must  be  selected  for  this  office. 

Recording  Secretary  —  Helen  Jayne 
Hudson  holds  this  office  by  appointment. 
Ada  Childers  of  Texas  was  elected  to  this 
place,  but  went  into  teaching  shortly 
afterwards.  Helen  Jayne  is  eligible  for 
election  but  she,  also,  must  have  a 
running  mate. 

Executive  Board  Members  —  Eleanor 
Egner  has  served  one  term  and  is  eligible 
for  another,  but  must  have  a  running 
mate;  and  Shirley  Yetter  is  completing 
her  second  term,  so  there  must  be  two 
candidates  for  this  office. 

Something  to  Remember  —  Officers 
completing  second  terms  in  one  office 
make  good  material  for  other  offices,  and 
are  eligible  for  candidacy.  Those  who  are 
completing  their  terms  this  year  have 
made  very  fine  officers  and  deserve  the 
expressed  appreciation  of  the  membership. 
If  you  would  like  for  them  to  be  candi¬ 
dates  for  other  offices,  be  sure  to  let  the 
committee  know  this. 

Thank  you  for  your  attention  to  this 
article. 

Send  your  suggestions  for  candidates 
to  the  Election  Committee  member  nearest 
you  or  to  the  Chairman  of  the  Committee, 
the  undersigned. 

Corinne  Messenger 
School  Board  Office 
North  Little  Rock,  Arkansas 
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ELECTION  OF  OFFICERS 
STATUS  OF  ELECTED  OFFICERS 


ISational  Association  of  Educational  Secretaries 


A  Department  of  the  National  Kdiication  Association 


19.-.S-r.9  OFFICKRS 

Cairrent  Term 
Elected 

.\|>l>ointed 

Pdigibilitv  for  Re-election 

Candidates 
Needed  for 
1959  Election 

I’rr.fidrnl 

RAt.HF.I,  MAYXARI) 

ColIcKc  of  Business 
Administration 

I  niversitv  of  Arizona 

Fiuson.  Arizona 

First  Term 

19.‘)8  .  1*W>0 

Two  Ferms 
1958  -  tiO  -  fi2 

HIOO 

None 

First  Vicr  Prrsidrnt 

KOITH  E.  HAMMOND* 

Otfiee  of  Superintendent  of 
Schools 

Hampton,  New  Hampshire 

Half  Ferm 
1958  -  1959 

Two  Fleeted 
'Ferms 

19.^9  -  61  ■  6.1 

1959 

One 

Op|K>nent 

Srrond  t  ier  President 
t.HARl.OTTE  L.  PARR 

School  Administration  BuildinR 
275  Sesenth  Asenue,  F^ast 
Fugene,  Oregon 

First  Term 

1958  -  1<8)0 

Two  Terms 
19,58  -  60  -  62 

1900 

None 

Third  Vice  President 

OFR TRUDE  JOHNSON 

Board  of  F.ducation 

Muskegon  Heights,  Michigan 

SiHond  'rerin 
I9:»7  -  19.')9 

Completing 
Second  Term 

Fligible 

For  Another 
Office 

Two  Candi* 
dates  for 

Fhird  Vice 
President 

Kei  ording  Secretary 

HELEN  JAYNE  HI  DSON** 
Allegheny  Vocational 

High  SchcKil 

North  Lincoln  and  r,al\eston 
Avenue 

Pittsburgh  55,  Pennsylvania 

Pull  Term 

1957  ■  I9r)9 

Fwo  Fleeted 
Ferms 

1959  -  til  -  05 

1959 

One 

Op|M)nent 

CorresfHmding  Secretary 

ANGIE  HOLMS 

Alhambra  High  SchcK)! 

598  West  Main  Street 

Alhambra,  Galiforiiia 

First  Term 

1958  -  1900 

Two  'Ferms 
1958 . 60  -  62 

1900 

None 

Treasurer 

ISABFI.  M.  PADDOCK 

Board  of  FMiiration 

Warw  ick  \'allev  Central  ScIkm)! 
Warwick,  New  York 

Second  Term 
1958  -  1900 

TompletiiiK 
Second  Ferm 

No 

None 

T.xecutive  Board  Members 
ELEANOR  EGNFR 

Itoard  of  F.ducation 

Willard  Librarv  Building 

Battle  Creek,  Michigan 

First  Term 

1957  -  1959 

'1  wo  Terms 
1957  •  59  -  61 

1959 

One 

OpiHiiient 

SHIRI.KY  J.  VF  1  TFR 

I  niversitv  Park  S(h<M>I 

F.  Iliff  and  S.  St.  Paul 

Denver  1(1,  ('.olorado 

Set  Olid  rerm 
I9.’»7  •  I9’»9 

(lompletiiiK 

Second  Ferm 

FliKible  for 
Another  Ollice 

Fwo  Candi¬ 
dates 

Needed 

PACLINE  HOLLIS 

10  North  Columbia 

Frankfort,  Inditina 

First  Ferm 

1958  •  IWiO 

Two  Ferms 
19.58  -  0(1  -  02 

I'MiO 

None 

LOIS  F:.  LILLIE 

State  Dept,  of  Public 

Instruction 

Dover,  Delaware 

First  Term 

1958  -  I9t<0 

Two  Terms 
1958 . 60 . 62 

i«H>n 

N.  ;ie 

Junior  Past  President 

CORINNE  MF.SSENC.KR 

North  Little  Rexk  SchcKtls 

418)5  West  25th  Street 

Little  Rexk,  .Arkansas 

Automatic 

Service 

President  p.meritus 
l.OCISE  H.  NELSON 

Board  of  Education 

I’hiladelphia  5,  Petiiisvivania 

By 

Convention 

Resolution 

'Note:  FMitli  Hammond  was 
and  a|>|iro\ed  bv  the 
term  of  First  Vice 

apixiinted  by  the  President 
Board  to  hll  the  unexpired 
President,  elected  President. 

Parliamentarian 

FANNIE  BILLINGS 

2711  Fairmoiint 

Dallas,  Texas 

By 

Appointment 

••Note:  Helen  Jayne  Hudson  was  appointed  by  the  Presi¬ 
dent  and  approved  by  the  Board  to  hll  the  term 
of  .Ada  Cihilders  who  went  into  other  work. 

Editor 

‘*The  National  Fdiuational 
StTretarv'* 

M.\RY  FM.FN  DF  n  WFILFR 
1726  (Columbian 

Flkhart.  Indiana 

By 

Appointment 

38 


The  Typewritten  Ambassador 

by 

MARY  E.  ZIMMERMAN 
Secretary,  School  of  Mine*  &  Technology 
Rapid  City,  South  Dakota 


Our  KUPMl  terrelarr  Ihi*  lime  is  Marr  E,  Zim¬ 
merman.  Mary  parlicipaleil  in  the  Professional 
Standards  Program  and  received  a  Grade  Pill 
Certificate  in  Boulder,  Colorado.  This  article 
will  be  continued  in  the  February  issue. 

Today  is  a  period  of  transition — in  world 
affairs,  our  economy,  our  politics,  our  jobs, 
our  standard  of  living.  Our  dress  has  gone 
from  the  sane  to  the  sack;  our  autos  have 
developed  into  station  wagons  and  sport 
cars;  air  travel  has  become  universal  and 
at  speeds  faster  than  sound;  entertainment 
has  gone  from  conversation  and  bridge  to 
TV,  Business  has  kept  up  with  this  tran¬ 
sition  until  today  we  have  a  fascinating 
and  wonderful  blend  of  stepped-up  tempo 
and  public  relations  with  a  swing  from 
the  hard-headed  profiteer  to  the  personnel 
and  public  relations  minded  boss.  This  sit¬ 
uation  brings  on  an  ever-increasing  need 
for  adequate  communication  with  others. 
Letter  writing,  whether  personal  or  busi¬ 
ness,  is  a  part  of  communication  with 
others  that  doesn’t  just  happen;  it  is  more 
than  the  simple  application  of  a  few  do 
and  don’t  rules.  Good  letter  writing,  like 
public  relations,  must  be  studied,  under¬ 
stood,  practiced  and  polished. 

Letter  writing  is  public  relations  because 
it  is  contact  work  with  the  people  who 
are  our  clients,  customers,  or  patrons.  “A 
public  relations  program  for  a  business 
concern  aims  to  establish  for  the  company 
a  good  reputation  based  on  high'  moral 
standards  and  ethical  principles.”  Whether 


we  are  with  a  firm  whose  main  purpose 
is  service  to  others,  a  profession,  educa¬ 
tion,  or  strictly  sales,  the  public  can  de¬ 
termine  the  success  or  failure  of  that 
firm.  The  public  is  that  group  of  people 
who  have  contact  with  the  firm  (often  by 
letter  only)  or  hear  about  it,  and  who 
by  word  or  action  affect  it.  The  company 
on  the  other  hand  is  made  up  of  people 
ranking  from  the  chairman  of  the  board 
down  to  a  part  time  employee.  Therefore, 
every  employee  helps  determine  the  repu¬ 
tation  of  a  comp>any,  and  as  an  employee 
you  not  only  assume  responsibility  for 
your  own  reputation,  but  contribute  to 
the  reputation  the  public  pins  on  your 
company. 

Letters  are  an  important  part  of  contact 
work  with  the  public.  Through  letters, 
often  the  only  contact,  knowledge  of  prod¬ 
ucts,  services,  ethics,  and  news  of  accom¬ 
plishments  may  be  passed  on  to  our 
patrons.  Through  the  letters  our  bosses 
write,  we  as  secretaries  are  indirect  am¬ 
bassadors  of  good  will  who  can  make 
friends  for  our  company.  The  style  of  the 
letter,  the  manner  in  which  it  is  pre¬ 
pared,  and  the  good  taste  it  reflects  along 
with  the  correctness  of  grammar  and  clar¬ 
ity  of  presentation  all  contribute  to  the 
reaction  of  the  reader,  and  it  is  this  reac¬ 
tion  that  will  directly  and  indirectly  in¬ 
fluence  the  financial  success  of  the  firm 
we  represent. 

Letters  are  a  link  in  the  contact  work 
necessary  for  your  firm  or  organization 
to  survive.  Letters  are  communication 
media  which  reach  vast  audiences  we 
could  never  hope  to  contact  personally. 
They  reflect  our  conduct  as  a  part  of  our 
school,  church,  club  or  community,  and 
help  to  determine  the  public’s  opinion  of 
those  groups  or  organizations.  Creating 
and  holding  a  favorable  impression  is  a 
public  relations  job  that  is  very  frequently 
accomplished  by  a  business  letter — the 
one  you  may  write. 

It  is  important  that  we  learn  to  write 
good  letters,  and  we  can  learn  by  studying 
and  analyzing  those  we  receive.  Learn 
what  to  avoid  in  words,  phrases,  and 
styles.  Did  the  sender  misspell  your  name, 
or  send  it  to  Mrs.  instead  of  Miss?  Was 
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the  company  name  wrong?  Was  the  mes¬ 
sage  clear?  Did  you  discover  errors  of 
spelling  and  grammar?  —  Never  under¬ 
estimate  the  importance  of  the  letters 
you  receive. 

In  addition  to  affording  source  material 
for  your  study  of  letter  writing  technique, 
the  mail  which  comes  to  your  office  can 
well  be  the  basis  for  consideration  for 
promotion.  Some  executives  feel  that  the 
manner  in  which  the  mail  is  sorted  and 
handled  by  the  secretary  is  an  indication 
of  the  interest  in  the  job.  Processing  mail 
can  become  a  vehicle  for  responsibility 
for  it  shows  the  type  of  mind  you  have 
and  how  it  works.  Sort  the  mail  into  vari¬ 
ous  categories.  Check  to  see  that  you 
have  a  mailing  address  on  each  letter. 
(Have  you  gone  through  that  secretary’s 
nightmare  of  having  a  letter  dictated, 
transcribed  and  ready  to  mail  only  to 
find  you  have  no  address  for  the  enve¬ 
lope?  It  went  out  in  yesterday’s  waste¬ 
basket.)  Do  you  check  for  enclosures? 
Do  you  attach  pertinent  previous  corre¬ 
spondence  to  each  piece  of  mail?  Do  you 
stamp  on  each  piece  the  date  of  receipt? 
Another  suggestion  on  handling  mail  is 
to  read  it  thoroughly  before  taking  the 
dictation.  You  might  consider  using  file 
folders  for  sorting  mail,  and  in  which  to 
accumulate  the  letters  you  have  tran¬ 
scribed.  This  system  keeps  the  mail  clean, 
confidential,  and  mailable. 

While  you  sort  the  mail,  watch  for  out¬ 
standingly  good  letters.  Today  so  much 
mail  comes  into  our  homes  and  offices  that 
letters  must  really  be  distinctive  to  at¬ 
tract  interest  and  attention.  Letter  writing 
can  become  challenging  work  requiring 
continuous  study  and  effort  to  improve. 
If  you  excel,  you  have  learned  basic  points 
of  orderly  thinking,  clear  expression,  and 
personalized  presentation.  Every  letter 
should  be  friendly,  sincere,  and  person¬ 
alized.  Don’t  try  to  fool  your  public  with 
big  words  that  mean  little.  Short  words 
that  express  your  meaning  are  most  effec¬ 
tive.  YOU  are  the  key  attention-getter. 
Strong  verbs  activate  your  message.  Aim 
to  invite  reading,  give  information,  com¬ 
plete  the  message,  avoid  misunderstand¬ 
ing,  and  make  a  friend.  Remember  that 
the  person  receiving  your  letter  should 
get  a  mental  picture  of  a  company  of 
friendly  people. 

How  to  write  a  good  business  letter  has 
been  discussed  by  hundreds  of  authori¬ 
ties,  and  each  has  a  list  of  cardinal  princi¬ 


ples  to  follow.  One  lists  these  character¬ 
istics  of  a  good  letter:  it  should  be  clear, 
complete,  concise,  correct,  courteous,  con¬ 
versational,  co-operative.  Another  says  to 
be  a  good  letter,  it  should  be  short,  sim¬ 
ple,  show  strength  and  display  sincerity. 
A  third  authority  says  when  writing  let¬ 
ters  be  brief  but  gracious,  use  your  own 
language,  write  your  own  way,  don’t 
worry  too  much  about  grammar,  let  your 
personality  show  in  your  writing,  be  posi¬ 
tive  and  use  pleasant  words,  be  honest 
and  accurate.  A  fourth  author  in  the 
field  says  “Be  yourself,  be  thrifty  with 
words,  accentuate  the  positive.” 

Add  to  all  this  a  statement  which  ap¬ 
peared  in  a  recent  newspaper;  “The  gov¬ 
ernment  can  save  money  by  having  its 
employes  write  clearer  letters.  ...  It 
should  be  done  so  the  fellow  out  in  the 
country  won’t  come  in  with  a  second 
letter  asking  what  the  first  letter  meant.” 
U.  S.  Archivist  Wayne  C.  Grover  reports 
that  one  agency  cut  its  correspondence 
workload  by  ten  per  cent  that  way.  Add 
to  this  the  statement  that  every  letter 
costs  from  a  dollar  to  a  dollar  and  a  half 
or  more  to  prepare  and  place  in  the  hands 
of  the  reader.  (NOMA  suggests  that  use 
of  the  simplified  letter  form  can  cut  ten 
cents  off  the  cost  of  each  letter.) 

Do  you  arrive  at  the  same  conclusion 
as  I?  Lets’  not  answer  the  mail  each 
Monday.  It’s  too  expensive,  and  anyhow, 
what  method  of  attack  should  we  use? 

My  purpose  isn’t  to  give  you  a  few  pat 
rules  or  answers  on  what  to  do  when 
writing  a  letter.  However,  I  will  present 
a  few  suggestions  for  your  consideration 
in  this  business  of  communicating  by  way 
of  the  mailbag. 

DO  IT  YOURSELF.  Are  you  willing 
to  become  a  critic  of  your  own  letter 
writing?  Do  you  get  everything  possible 
out  of  the  incoming  mail?  What  makes  a 
certain  letter  a  good  one?  What  makes 
another  poor?  Why  do  you  read  one  and 
not  ano^er?  Are  you  willing  to  study 
and  read  and  analyze  and  practice? 

There  are  no  set  laws  about  letter  writ¬ 
ing.  Follow  generally  accepted  practices — 
but  they  change,  too.  For  example,  there 
was  a  time  when  typewritten  personal 
notes  were  bad  taste.  It’s  not  our  hand¬ 
writing  so  much  as  the  words  we  use 
which  give  pleasure.  If  the  typewritten 
words  are  easier  to  read,  so  much  the 
better. 

(Continued  in  Feb.  Issue) 
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ILLINOIS 

Illinois  Association  of 
Educational  Secretaries 

The  Illinois  Association  of  Educational 
Secretaries  will  hold  its  annual  Fall  Con¬ 
ference  at  the  Hamilton  Hotel  in  Chicago 
on  October  24-25,  Corresponding  Secre¬ 
tary  Ruth  E.  Johnson  reports. 

The  theme  of  the  conference  is  ‘‘Health¬ 
ier  and  Wiser  Say  Kitty  Koy’s  Advisers.” 
Miss  Margaret  Quane,  Supervisor  of  Vis¬ 
iting  Counselors  at  Evanston  Township 
High  School,  will  speak  at  the  banquet 
Friday  evening  on  “Being  Calm,  Cool  and 
Helpful.”  There  will  also  be  music  pro¬ 
vided  by  the  Maine  T<>wnship  High  School 
music  department. 

Saturday  morning’s  business  meeting 
will  be  followed  by  a  panel  discussion  on 
“Toward  a  Wiser  Kitty  Koy.”  A  luncheon 
will  close  the  conference,  with  Miss  Wal¬ 


lace  Ann  Wesley,  Hs.D.,  Consultant  in 
Health  and  Fitness,  American  Medical 
Association,  as  the  speaker,  and  singing 
by  the  Westwood  Junior  High  School 
Chorus,  directed  by  Mr.  Robert  Speaker. 

IOWA 

Iowa  Association  of 
Educational  Secretaries 

Virginia  W.  Deuben,  President  of  this 
State  Association,  informs  us  that  the 
“Fair  Secs”  of  Iowa  were  represented  at 
the  Boulder  Convention  and  Workshop 
in  July  by  Vivian  Pines,  Waterloo;  Mari¬ 
lyn  Franke,  Orange  City;  Ava  Johnson, 
Des  Moines;  Avis  Lovell,  West  Union; 
Margaret  Straate,  Waukon;  Laura  Sayre, 
Ames;  Olive  Yocum,  Storm  Lake;  Mary 
Heggen,  Des  Moines;  and  Virginia  Deuben, 
Des  Moines. 


Vivian  Pines,  Josephine  Higley,  and 
Mary  Heggen  were  the  first  from  Iowa  to 
receive  certificates  under  the  Professional 
Standards  Program.  The  I.A.E.S.  is  proud 
of  them! 

Next  on  the  agenda  is  the  State  Con¬ 
vention  to  be  held  Saturday,  November 
8,  in  connection  with  the  Iowa  State  Edu¬ 
cation  Association  Convention.  A  high¬ 
light  of  the  program  is  the  presentation 
by  Mrs.  Marion  Wood,  educational  con¬ 
sultant  of  IBM,  on  “Building  Psychological 
Bridges.”  Dr.  John  H.  Harris,  Superin¬ 
tendent  of  Schools  in  Des  Moines,  will  be 
the  luncheon  speaker. 

Plans  are  being  made  for  a  workshop 
for  educational  secretaries  to  be  spon¬ 
sored  by  Iowa  State  College  in  Ames. 
This  is  the  first  venture  into  cooperative 
projects  with  a  state  college  and  the 
association  is  enthusiastic  about  the  idea. 
The  proposed  workshop  is  tentatively  be¬ 
ing  scheduled  for  December,  and  possibly 
during  the  Chri.stmas  school  vacation 
period. 

INDIANA 

Indiana  As«ociation  of 
Educational  Secretaries 

“Wonderful,  Wonderful  Colorado — Most 
Beautiful  State  in  the  West” — I  am  sure 
that  is  how  everyone  feels  who  attended 
the  National  Convention  and  Institute. 

Indiana  was  represented  by  Pauline 
Hollis  of  Frankfort,  Mary  Bowers  of  Craw- 
fordsville,  Frances  Stobaugh  of  Fort 
Wayne,  and  Mary  Ellen  Dettweiler  and 
June  Keyser  of  Elkhart.  At  our  banquet 
Pauline  was  awarded  a  Grade  VI  Profes¬ 
sional  Standards  Certificate.  She  is  also 
chairman  of  the  Regional  Conference 
Planning  Committee.  Needless  to  say, 
we’re  also  very  proud  of  Mary  Ellen,  new 
editor  of  The  National  Educational  Sec¬ 
retary. 

All  good  things  must  come  to  an  end, 
though,  and  now  we  are  looking  forward 
to  our  annual  state  meeting  to  be  held 
at  the  Sheraton-Lincoln  Hotel  in  Indian¬ 
apolis  on  October  23.  We’re  planning  on 
at  least  250  attending.  Our  total  member¬ 
ship  this  year  was  321.  Our  morning 
speaker  will  be  Joe  C.  Rice,  Superinten¬ 
dent  of  Schools  in  Elkhart.  Music  will  be 
provided  by  the  Frankfort  City  Schools. 
Our  luncheon  speaker  will  be  Mrs.  Irene 
Meyers  of  Fort  Wayne  with  “Around  the 
World  in  Forty  Minutes.”  She  takes  groups 


of  ladies  on  various  tours  through  the 
United  States,  Canada,  Mexico  and  Europe. 
We  were  privileged  to  hear  her  three 
years  ago  and  know  that  we  will  enjoy 
her  just  as  much  this  year. 

On  Wednesday  evening,  October  22,  our 
group  will  have  an  informal  get-together. 
The  Indianapolis  Association  is  nice 
enough  to  invite  us  for  a  Smorgasbord 
dinner  at  the  Harry  E.  Wood  School.  Fol¬ 
lowing  the  dinner,  a  “Do  It  Yourself” 
style  show  at  Peck  &  Peck  on  the  Circle 
allowing  the  girls  complete  freedom  to 
try  on  anything  they  have  in  their  store. 
You  can  just  imagine  what  fun  that  will 
be.  Looking  forward  to  next  year,  we  are 
trying  to  increa.se  our  membership  and 
plan  some  state  regional  meetings. 

MINNESOTA 

Minnesota  Association  of 
Educational  Secretaries 

October  25th  is  to  be  a  busy  day  for 
the  Minnesota  Association  of  Educational 
Secretaries,  reports  Lorraine  Hagglund, 
President.  This  is  the  date  of  the  Annual 
Fall  Conference  in  Minneapolis,  held  in 
conjunction  with  the  Minnesota  Educa¬ 
tional  Association. 

Conference  Chairman  Mildred  Roan  of 
St.  Paul,  and  Social  Chairman  Lillie  Har¬ 
rison  of  Minneapolis,  have  completed  most 
promising  plans  and  hope  for  increased 
participation  due  to  Minneapolis  being  so 
centralized  to  the  state’s  activities. 

The  morning  session  of  the  Conference 
includes  a  “Coffee  and  Get-Acquainted 
Hour,”  at  which  Dr.  Rufus  Putnam,  Super¬ 
intendent  of  the  Minneapolis  Public 
Schools,  will  offer  welcome  greetings.  For 
luncheon  and  noon  activities,  registrants 
will  be  on  their  own,  and  your  Minne¬ 
sota  President  offers,  “Visiting  girls, 
please  leave  Minneapolis  girls  a  few  fash¬ 
ionable  chapeaux  in  the  shops!” 

The  afternoon  program  will  be  devoted 
to  professional  improvement  and  should 
prove  an  inspiration  to  all.  In  a  talk  en¬ 
titled  “No  Square  Pegs,”  Dr.  M.  Leith 
Shackel  of  Carleton  College,  Northfield, 
will  set  the  tone  of  the  P.M.  session.  Fol¬ 
lowing  her  talk,  a  panel  of  M.A.E.S.  mem¬ 
bers.  together  with  Dr.  Margaret  E.  An¬ 
drews,  Consultant  in  Business  Education 
and  Placement  with  the  Minneapolis  Pub¬ 
lic  Schools,  will  further  discuss  the  sub¬ 
ject. 
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The  dinner  hour  will  commemorate  Min¬ 
nesota’s  Centennial,  and  guest  speaker 
will  be  Dr.  Finn  Larson,  Director  of  Re¬ 
search  for  the  Minneapolis-Honeywell 
Regulator  ComfMmy. 

The  report  from  Minnesota  adds  a  final 
note  that,  no  Conference  of  this  type 
ends  without  reflecting  facets  of  warm 
personal  contacts.  Among  those  with  par¬ 
ticular  sparkle  this  year  is  the  marriage 
of  the  Minnesota  Association’s  first  presi¬ 
dent,  Rosalie  Kollarich.  The  wedding  took 
place  in  Chicago,  on  September  27,  and 
Rosalie  is  now  Mrs.  James  E.  Wiggin.  The 
couple  will  reside  in  a  small  town  near 
Guadalajara,  Mexico,  and  at  a  later  date 
will  make  their  permanent  home  in  New 
Hampshire. 

MICHIGAN 

Michigan  Association  of 
Educational  Secretaries 

The  year  began  for  the  Michigan  Asso¬ 
ciation  of  £lducational  Secretaries,  with  a 
weekend  Executive  Board  Meeting  at 
Haven  Hill  Lodge,  Milford,  October  3,  4, 
and  5.  This  series  of  meetings  permits 
officers,  board  members,  and  committee 
members,  as  well  as  any  interested  mem¬ 
bers,  to  meet  for  the  purpose  of  planning 
or  “mapping  out’’  the  activities  of  the 
association  year  ahead. 

Lorraine  Parker,  of  Grand  Blanc,  the 
new  President,  advises  that  the  main 
events  on  the  1958-59  calendar  include: 
(1)  the  18th  Annual  Convention  sched¬ 
uled  for  The  Whittier  Hotel,  Detroit,  April 
17,  18,  and  19,  1959;  and  (2)  the  Annual 
Summer  Work  Conference  to  be  held  at 
Ferris  Institute,  Big  Rapids,  in  July  of 
1959. 

This  association  ended  last  year  with  a 
membership  of  702,  and  the  Executive 
Committee  is  continuing  to  strive  for  in¬ 
creased  membership  and  expanded  activi¬ 
ties  within  the  state. 

Kalamazoo  Aszociation  of 
Educational  Secretaries 

A  report  from  Doreen  Mosher,  Presi¬ 
dent,  indicates  that  a  full  and  complete 
calendar  of  events  is  in  store  for  the 
members  of  the  Kalamazoo  Association  of 
Educational  Secretaries,  a  local  school 
system  group. 

The  first  meeting  was  a  talk  by  the 
new  Assistant  Superintendent,  Dr.  Richard 


Percy,  on  the  “New  Look.”  Also  in  Sep¬ 
tember,  a  “Big  and  Little  Sister  Picnic” 
was  held  where  new  girls  are  helped  to 
get  acquainted  and  feel  at  home  in  the 
organization. 

Further  tentative  plans  in  the  year’s 
program  include  a  stage  play  by  members 
for  entertainment  at  Bosses  Night,  a  lec¬ 
ture  on  “Juvenile  Delinquency”  by  the 
Kalamazoo  prosecuting  attorney,  a  dem¬ 
onstration  on  hat  making,  and  a  “Mystery 
Night.”  In  addition,  the  association  will 
also  hold  the  regular  monthly  noon  lunch¬ 
eon  business  meetings  and  social  parties. 

Macomb  Association  of 
Educational  Secretaries 

The  Macomb  Association  of  Elducational 
Secretaries  held  their  Annual  Fall  Work¬ 
shop  on  Tuesday,  October  7,  1958,  with 
the  Roseville  School  District  secretaries 
acting  as  hostesses  for  the  county  meet¬ 
ing.  Lillian  Bummann,  of  the  Princeton 
School,  was  Program  Chairman  of  the 
day  Institute  meeting. 

Verna  York,  President,  writes  further 
in  advance  of  the  program  date,  that  the 
topic  for  the  workshop  was  to  be  “Is  Your 
Slip  Showing?”  President  Victor  F.  Spath- 
elf,  of  Ferris  Institute,  was  to  be  the  main 
speaker,  with  a  talk  titled  as  “Slip  of  the 
Tongue.” 

After  luncheon,  secretaries  would  at¬ 
tend  one  of  three  group  sessions  led  by 
professional  people.  Following  the  theme 
these  would  be  “Slip  at  the  Typewriter,” 
“Slip  of  Arithmetic,”  and  “Slip  in  Gram¬ 
mar.” 

Wayne  County  Association 
of  Educational  Secretstries 

The  association  year  officially  began  for 
the  Wayne  County  Association  of  Educa¬ 
tional  Secretaries,  with  their  Fourth  An¬ 
nual  Institute  held  at  the  Taylor  Center 
High  School  in  Taylor  Township  on  Tues¬ 
day,  October  14.  This  all-day  meeting  was 
held  in  connection  with  the  Michigan 
Education  Association  Region  II  Confer¬ 
ence. 

In  a  “past,  present,  and  future”  fact 
sheet.  President  Dorothy  Ferguson  reports 
that  this  active  county  unit,  organized 
in  October,  1955,  has  increased  in  mem¬ 
bership  from  205  to  323. 

During  the  1957-58  year,  in  addition  to 
the  Annual  Institute,,  .programs  included 
a  Michigan  Bell  Telephone  Company  traf- 
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fic  building  tour,  a  “Meet  Your  Profes¬ 
sion”  evening  meeting,  and  the  Bosses- 
Secretaries  banquet  with  an  attendance 
of  over  450  secretaries  and  their  adminis¬ 
trators. 

NORTH  DAKOTA 

Note:  The  last  report  received  indicates 
there  are  still  no  affiliated  groups  in  North 
Dakota.  If  any  of  our  North  Dakota  mem¬ 
bers  are  interested  in  organizing  or  affili¬ 
ating,  I  am  sure  the  National  officers 
will  be  very  happy  to  assist  you. — North 
Central  Region  Reporter. 

OHIO 

Note:  No  reports  were  received  from 
any  Ohio  group  for  this  magazine  issue. 
With  nine  affiliated  groups  in  the  state, 
your  North  Central  Region  Reporter  looks 
forward  to  a  good  coverage  of  news  on 
Ohio  activities  for  the  winter  issue. 

WISCONSIN 

Wisconsin  Association  of 
Educational  Secretaries 

A  note  from  Kathryn  M.  Bowles  indi¬ 
cates  that  the  Wisconsin  Association  of 
Educational  Secretaries  will  hold  their 
Convention  in  Milwaukee  at  the  Schroeder 
Hotel — Empire  Room  on  Friday,  Novem¬ 
ber  7. 


SOUTH  DAKOTA 

South  Dakota  Association  of 
Educational  Secretaries 

A  still  growing  membership  is  reported 
in  the  Newsletter  of  the  ^uth  Dakota 
Association  of  Educational  Secretaries. 
Now  in  their  third  year,  the  association 
has  thirty-eight  members,  most  of  whom 
belong  to  the  National  Association. 

Agnes  Schlender,  Publicity  Chairman, 
also  reports  on  the  Eighth  Secretarial 
Workshop  held  June  13  and  14,  1958,  at 
the  South  Dakota  State  College  in  Brook¬ 
ings.  Eighty-four  secretaries  attended  this 
workshop  co-sponsored  by  the  College 
and  the  South  Dakota  Association  of  Edu¬ 
cational  Secretaries. 

Meetings  were  scheduled  for  secretaries 
in  insurance,  legal,  and  medical  fields  of 
work,  as  well  as  for  educational  secre¬ 
taries.  The  twenty  educational  secretaries 
present,  however,  constituted  the  largest 
group. 

Speakers  at  the  general  sessions  includ¬ 
ed  Mrs.  Marion  Wood,  Educational  Con¬ 
sultant  for  IBM;  Dr.  Walter  J.  Jerde,  Dean 
of  Northern  State  Teachers  College,  Aber¬ 
deen,  South  Dakota;  and  from  the  staff 
of  South  Dakota  State  College,  Dr.  Wind¬ 
sor  A.  Straw,  Editor,  and  Dr.  Vivian  Vol- 
storfl.  Dean  of  Women. 
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OREGON 

The  Portland  Elementary  School  Secre¬ 
taries  Association  is  proud  of  the  record 
they  set  at  the  National  Convention  and 
Institute  in  Boulder  this  summer.  Seven 
members  of  the  local  group  were  in  at¬ 
tendance.  They  were  Mrs.  Ruth  Simpson, 
newly  elected  president.  Miss  Bonnie 
Leonard,  vice-president,  Mrs.  Eldith  Dunn, 
Mrs.  Irene  Berndt,  Mrs.  Jeanette  McEwan 
and  Mrs.  Grace  L.  Mackie.  Miss  Leonard 
and  Mrs.  Simpson  were  each  given  $159 
by  the  local  association  to  help  defray 
expenses. 

The  annual  workshop  sponsored  by  the 
group  with  the  approval  of  the  Adminis¬ 
tration  was  held  on  August  27.  This  is 
considered  by  the  District  as  a  day  on  the 
job  and  attendance  is  required.  The  pro¬ 


gram  is  set  up  and  conducted  by  the  girls 
themselves.  We  are  hoping  that  the  Ad¬ 
ministration  will  assume  this  responsibil¬ 
ity  and  set  up  the  work  shop  on  a  truly 
professional  level. 

The  Oregon  Association  of  Educational 
Secretaries  under  the  leadership  of  their 
newly  elected  president,  Mrs.  Winnie  Bol- 
inger,  have  planned  what  they  hope  will 
be  a  most  eventful  and  worthwhile  year. 
Miss  Charlotte  Parr  is  the  new  editor-in- 
chief  of  Tribal  Topics  the  state  magazine. 

Three  Area  Meetings  have  been  planned 
for  the  fall.  The  first  one  at  Klamath 
Falls  on  September  27,  the  second  at 
Grants  Pass  on  October  25  and  a  third 
at  Milwaukee  in  November.  More  area 
meetings  will  be  held  after  the  holiday 
season. 
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1300  Capitol  Avenue 
Houston  2,  Texas 


KANSAS 

Kansas  Association  of 
Educational  Secretaries 

The  annual  meeting  and  luncheon  of  the 
Kansas  Association  will  be  held  in  the 
Memorial  Union  Building  at  Fort  Hays 
Kansas  State  College,  Hays,  Kansas,  No¬ 
vember  7,  1958. 

Seven  members  attended  the  National 
Convention  at  Boulder.  Three  also  at¬ 
tended  the  Institute. 

The  annual  workshop  is  tentatively 
scheduled  for  the  dates  of  March  20-21, 
1959,  at  the  University  of  Wichita,  Kansas. 

Current  membership  stands  at  76,  the 
largest  in  eight  years  of  existence. 

ARKANSAS 

Arkansas  Association  of 
Educational  Secretaries 

The  annual  convention  of  the  Arkansas 
Association  will  be  held  in  Little  Rock, 
November  6-7,  1958.  At  this  meeting  the 
new  President-elect,  Leola  Woodsmall  of 
North  Little  Rock  Public  Schools,  will  be 
installed.  Marie  Richardson  of  Pocahontas, 
Arkansas,  will  be  general  chairman  of  the 
Program  Planning  Committee  for  this 
meeting. 

Fort  Smith  Association  of 
Educational  Secretaries 

New  officers  for  the  coming  year  are 
Pauline  Hoel,  President;  Pauline  Lloyd, 
Vice  President,  Lucille  Anthony,  Secre¬ 
tary,  and  Miss  Alice  Louise  Davies, 
Treasurer. 

These  officers  were  hostesses  for  the  first 
meeting  held  August  26.  Mr.  Corbin,  Su¬ 
perintendent  of  Schools,  was  the  guest 
speaker. 


Meetings  are  held  monthly  in  the  homes 
of  members  except  for  the  May  meeting 
which  is  always  a  dinner  meeting  with 
installation  of  officers. 

Membership  has  increased  to  37. 

North  Little  Rock  Asaociation 

August  15  this  association  held  its  annual 
workshop. 

This  group  will  have  a  course  in  Prac¬ 
tical  English  and  the  Command  of  Words 
for  their  in-service  training  program  this 
year.  They  also  hope  to  take  two  extension 
courses  for  college  credit.  The  first  sem¬ 
ester  course  will  be  an  English  Review 
course  and  the  second  semester  course 
will  be  Audio-Visual  Aids. 

Good  luck  to  Thelma  Paulette  who  is 
leaving  to  be  married.  She  has  been  an 
active  educational  secretary  for  20  years. 

MISSOURI 

St.  Louis  County  Educational  Secretaries 

Four  St.  Louis  County  secretaries  have 
qualified  for  their  professional  standards 
certificates:  Dorothy  Dunkle,  Kirkwood; 
Jean  Fritsche,  Normandy;  Ruth  Reiss, 
Brentwood;  and  Amy  Rvihland,  also  of 
Brentwood. 

Amy  Ruhland  will  be  chairman  of  the 
National  Convention  and  Institute  that 
will  be  held  in  St.  Louis  in  1959.  A  com¬ 
mittee  has  already  met  with  Martha  Luck 
and  plans  are  being  made  to  make  the 
Convention  and  Institute  very  worthwhlie. 

The  June  meeting  was  a  “play  day”  at 
St.  Alban’s  Farms,  with  luncheon  served 
at  the  Bam  Inn.  A  cottage  was  rented  for 
the  weekend,  and  outdoor  sports  and  talk 
fests  ended  a  most  successful  year. 

Theme  for  this  year  will  be  “Education 
Around  the  World”  with  speakers  to  be 
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drawn  from  either  exchange  teachers  from 
foreign  countries,  or  teachers  who  have 
been  in  foreign  countries  on  an  exchange 
basis.  The  theme  will  be  carried  through¬ 
out,  from  name  tags,  place  cards,  favors, 
and  entertainment — right  to  the  actual 
food  for  which  the  country  represented  is 
most  famous. 

Jefferson  City  Association  of 
Educational  Secretaries 

A  highlight  of  the  summer  activities  for 
this  association  was  the  State  Workshop 
held  June  13-14  at  the  University  of  Mis¬ 
souri.  Featured  on  the  program  were  such 
topics  as  "Your  Telephone  Personality” 
and  “Sacks,  Satellites,  and  Secretaries.” 
Members  who  attended  reported  a  very 
successful  and  inspiring  meeting. 

Other  activities  throughout  the  summer 
included  a  noon  meeting  in  May.  “A  Grip 
on  Life”  was  the  interesting  talk  presented 
by  the  Community  Relations  Assistant  of 
Fulton  State  Hospital  No.  1.  The  June  17 
meeting  featured  color  slides  of  Europe. 
In  July  secretaries  journeyed  to  Bagnell 
Dam  for  a  fish  fry.  August  was  a  “just 
right”  time  for  a  weiner  roast.  The  eighth 
birthday  of  the  group  was  celebrated  at  a 
noon  meeting  in  September.  Centerpiece 
and  favors  carried  out  the  birthday  theme. 

A  nice  profit  is  going  into  the  treasury 
through  a  new  venture.  The  Association  is 
selling  coffee  each  day.  Members  of  the 
Association  must  be  a  “coffee  maker”  for 
one  week  out  of  the  year. 

TEXAS 

Coastal  Educational 
Secretaries  Association 

Prior  to  the  opening  of  school  the 
Corpus  Christ!  secretaries  participated  in 
a  three-day  workshop.  It  was  held  in  the 
Conference  Room  at  the  Board  of  Educa¬ 
tion  Building.  Helen  Bechtel  was  in  charge 
of  the  in-service  program,  and  representa¬ 
tives  from  the  various  departments  gave 
instructions  concerning  forms  to  be  used 
this  year.  Educational  secretaries  from 
Flour  Bluff  and  Sundeen  attended  some 
of  the  sessions.  During  group  discussions 
the  thirteen  secretaries  who  had  attended 
the  Work  Conference  in  Austin  shared 
newly  acquired  id^as  with  the  group. 

CESA  is  very  proud  of  Helen  Bechtel 
who  has  served  as  general  chairman  for 
the  Work  Conference  in  Austin  for  the 
past  four  years.  She  has  planned  these 


meetings  for  greater  professional  growth, 
improvement  of  technical  knowledge,  and 
an  opportunity  to  broaden  the  circle  of 
friendships  with  secretaries  throughout 
the  state. 

Houston  Administrative  Educational 
Secretaries  Association 

HAESA’s  first  scheduled  meeting  is 
always  a  combined  business  meeting  and 
reception  for  new  secretaries.  Dr.  John  W. 
McFarland,  Houston’s  new  Superintendent, 
greeted  the  association. 

New  officers  for  the  1958-59  are  Ruby 
Riedel,  President;  Susie  Kastle,  First  Vice 
President;  Madeline  Willis,  Second  Vice 
President;  Dot  Anthonise,  Recording  Sec¬ 
retary;  Lillie  Gandy,  Corresponding  Secre¬ 
tary,  and  Roma  Baatz,  Treasurer. 

“Service  Through  Cooperation”  is  the 
association’s  theme  for  this  year. 

Velma  Norman  is  the  new  Editor  of 
Tesa  Talks,  official  publication  for  Texas 
Educational  Secretaries  Association. 

Marguerite  Kennedy  journeyed  to 
Boulder  for  the  National  Convention, 
while  Mary  K.  Ashmore,  Velma  Norman, 
Roma  Baatz  and  Miriam  Miller  attended 
the  Workshop  in  Austin.  Miriam’s  mother, 
Mrs.  G.  Wasserman,  was  an  enthusiastic 
visitor  at  the  workshop. 

Houiton  Educational 
Secretarie*  Association 

HESA  held  its  fifth  annual  workshop 
Saturday,  September  6,  in  the  Administra¬ 
tion  Building.  The  workshop  theme  was 
“Work  Smarter — Not  Harder.”  Dr.  John 
W.  McFarland  spoke  on  “New  Year’s 
Resolutions.”  Other  participants  and  topics 
follow: 

Mr.  Ernest  Walls,  Personnel  Director — 
“Policies  of  Secretaries  and  Clerks” 

Dr.  Edwin  Martin,  Assistant  Superin¬ 
tendent  in  Charge  of  Secondary  Schools — 
“How  Secretaries  Can  Help  This  Office” 

Miss  Laurette  Miller — “Message  from 
tlie  Health  Department” 

Mrs.  Loree  Long — “Drill  Book  Pro¬ 
cedures” 

Mrs.  Shirley  Clark — “Six  Weeks  Re¬ 
ports” 

Dr.  H.  S.  Brannen — “Textbook  Proced¬ 
ures” 

Group  discussions  followed.  115  secre¬ 
taries  attended  in  spite  of  Hurricane 
Ella’s  threats,  plus  20  speakers  and  guests. 


Texas  Educational 
Secretaries  Association 

Mrs.  Helen  Weimann  and  Mrs.  Gladys 
Brown  are  co-chairmen  for  the  annual 
convention  scheduled  November  28-29 
at  Fort  Worth. 

The  annual  convention  in  1959  will  be 
combined  with  a  National  Regional  Meet¬ 
ing  at  San  Antonio,  and  will  be  held  at  the 
Hilton  Hotel  April  24-26,  1959. 

A  committee  is  working  on  an  informa¬ 
tional  brochure  and  a  Code  of  Ethics  for 
TESA. 

One  hundred  and  sixteen  educational 
.secretaries,  representing  three  states — 
Texas,  New  Mexico,  and  Tennessee — par¬ 
ticipated  in  the  fourth  annual  Work  Con¬ 
ference  at  Austin,  July  21-25.  Dr.  Edmund 
Heinsohn,  Pastor  of  The  University 
Church,  brought  the  opening  address, 
“Setting  the  Educational  Climate.”  Mr. 
T.  A.  Roach,  Superintendent  of  Schools, 
Andrews,  talked  on  “Our  Challenge.”  Dr. 
Dwight  Kirk,  Superintendent  of  Schools, 
Odessa,  directed  a  lively  panel  discussion 
on  “What  School  Administrators  Expect 
of  the  Secretary.”  Briefly,  some  of  the 
roles  and  responsibilities  emphasized  fol¬ 
low: 

Personal  Appearance  and  Grooming — 
The  Superintendent  has  a  right  to  ex¬ 
pect  that  his  public  representative  must 
of  necessity  be  neat  and  well-groomed. 
This  does  not  mean  expensive  clothing, 
but  dressed  in  harmony  and  taste  in  the 
office  in  which  she  works. 

Personality  and  Patience — She  must 
have  a  love  and  understanding  of  people 
— all  kinds  of  people — and  must  remem¬ 
ber  that  she  is  the  front  line  represen¬ 
tative  of  the  school  system. 

Efficiency  in  Organizing  and  Managing 
Routine  Daily  Activities — This  is  the 
type  of  work  that  must  be  done  daily 
and  constantly,  but  should  not  necessi¬ 
tate  constant  direction. 

Loyalty — The  secretary  owes  it  to 
herself,  her  job,  and  her  school,  to  be 
ethical  and  loyal  at  all  times.  Type  of 
training  needed  for  a  secretary,  Im¬ 
portance  of  Public  Relations,  Telephone 
conversation.  Proper  relations  with  other 
employed  school  personnel. 

The  second  day  of  the  workshop  was  set 
aside  as  “Secretaries’  Day”  at  the  Texas 
Education  Agency.  Dr.  J.  W.  Edgar,  Com¬ 
missioner  of  Education,  TEA,  explained 


the  various  programs  and  services  per¬ 
formed  by  the  Agency. 

The  remainder  of  the  week  was  devoted 
to  group  discussions.  Consultants  included 
Marion  Wood,  Educational  Consultant, 
IBM;  Maurine  Amis,  Special  Instructor  in 
Speech,  The  University  of  Texas;  Dr. 
W.  E.  Barron,  Assistant  Professor  of  Edu¬ 
cational  Administration,  and  many  others 
from  the  University  faculty. 

The  Evaluation  Committee  (“Biz”  Mc¬ 
Culloch,  Lee  Jennings,  Rita  Cox  and  Helen 
Toney  Boyd)  compiled  85  completed  ques¬ 
tionnaires,  with  the  following  observa¬ 
tions; 

1.  Most  attendants  were  from  superin¬ 
tendent’s  offices.  Majority  of  group 
had  four  to  ten  years  tenure  and  some 
college  training. 

2.  Sixty-five  attended  for  first  time;  16 
for  second  conference;  20  for  the  third; 
four  for  fourth  time. 

3.  Sixty-five  had  part  or  all  expenses 
paid  by  their  school  systems. 

4.  Thirty-eight  were  on  professional 
leave;  34  on  vacation. 

5.  Most  of  the  group  present  were  mem¬ 
bers  of  TESA;  77  of  those  present  will 
make  reports  of  the  Conference  on 
their  return  home. 

6.  Thirty-six  present  were  officers  or 
committee  members  of  state  or  local 
associations. 

7.  The  group  discussions  were  of  the 
greatest  value;  whereas,  the  general 
sessions  were  of  the  greatest  interest. 

8.  Twenty-one  are  engaged  in  NAES’s 
Professional  Standards  program. 

9.  The  brochures  and  information  sent 
out  by  TESA  were  the  best  media  of 
communication. 

10.  An  annual  mid-July  conference  in 
Austin  seemed  to  be  favored  by  the 
group. 

San  Antonio  Educational 
Secretaries  Association 

At  the  first  meeting  Miss  Venita  Ostran¬ 
der  installed  new  officers:  Esther  Shamon, 
President;  Lula  Mae  Klemt,  Virginia  Clif¬ 
ton  and  Opal  Russell,  Vice  Presidents; 
Nadine  McCoy,  Treasurer;  Ruby  Philips, 
Recording  Secretary,  and  Virginia  Rut¬ 
ledge,  Publicity. 

An  orientation  program  for  new  secre¬ 
taries  was  held  at  Horace  Mann  School 
the  week  preceding  the  opening  of  schools. 
Esther  Shamon  served  as  chairman. 
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SOUTHWEST  REGION 

(Arizona,  California,  Colorado,  Neyada,  New  Mexico,  Utah) 

Mrs.  Margaret  Savage,  Reporter 
562  Browning  Avenue 
Salt  Lake  City,  Utah 
West  High  School 


The  National  Convention  in  Boulder, 
Colorado,  was  so  well  planned  and  every¬ 
one  had  such  a  wonderful  time  that  I 
think  we  can  chalk  it  up  as  “one  of  the 
best.”  I  keep  wishing  that  every  Educa¬ 
tional  Secretary  would  take  the  oppor¬ 
tunity  of  attending  a  National  Conven¬ 
tion,  and  that  is  all  it  would  take, — once 
you  attend — it’s  hard  to  stay  away. 

The  Southwest  Region  can  take  a  bow 
because  they  had  more  Educational  Sec¬ 
retaries  attend  the  National  Convention 
than  any  other  Region.  I  am  sure  I  speak 
for  them  all  when  I  say  that  we  all  felt 
the  friendly,  happy,  and  good  time  feeling 
every  minute  we  were  there. 

Everyone  was  impressed  with  the  won¬ 
derful  accommodations  and  food.  We  all 
felt  like  school  gals  again  in  those  beau¬ 
tiful  rooms  (and  baby-doll  p.js.)  Every¬ 
thing  was  so  convenient  and  comfortable 
(we  could  wash  or  press  or  shower  with¬ 
out  even  standing  in  line).  And  the  meals 
just  couldn’t  have  been  better. 

All  the  entertainment  was  “fantastic” — 
all  different  but  each  outstanding  in  it’s 
category.  I  was  so  impressed  too  with  the 
church  service  that  was  held  on  Sunday 
morning.  It  was  held  out  with  mother 
nature  in  a  beautiful  settinng.  The  music 
was  beautiful  and  the  sermon  was  won¬ 
derful. 


The  speakers  were  “out  of  this  world.” 
(I  have  never  seen  nor  heard  anything  in 
this  world  like  the  Monday  morning 
speaker,  who  told  us  “What  was  wrong 
with  our  schools”)  I  don’t  know  where 
Colorado  found  so  many  interesting  speak¬ 
ers  but  “we  gals”  had  to  admit  that  those 
men  really  taught  us  some  worthwhile 
things. 

The  Colorado  Secretaries  can  be  mighty 
proud  of  their  University  and  its  beau¬ 
tiful  campus.  We  can  be  proud  that  such 
efficient,  friendly  girls  as  our  Colorado 
girls  planned  this  Convention.  Colorado 
YOU  did  a  wonderful  job. 

We  hope  to  see  every  one  of  you  next 
year  in  St.  Louis.  Bye  now. 

Utah’s  Fall  Convention:  Utah  is  plan¬ 
ning  their  annual  Fall  Convention.  It  will 
be  held  on  October  3,  1958.  Each  year  all 
the  State  Educational  Secretaries  meet 
in  Salt  Lake  City.  We  hold  this  Conven¬ 
tion  at  the  same  time  that  the  State 
Teachers  Institute  is  held  in  Salt  Lake. 

We  will  register  at  8:30  A.M.  The  gen¬ 
eral  business  meeting  will  begin  at  9  A.M. 
We  will  have  two  well  known  speakers 
and  a  report  on  our  National  Convention 
at  our  10:30  A.M.  meeting.  This  will  be 
followed  by  a  luncheon  and  a  short  pro¬ 
gram.  The  new  State  Officers  for  1958-1959 
will  be  introduced. 


SOUTHEAST  REGION 

Affiliated  Association*  in  the  Southeast  Region:  Alahama,  District  of  Columbia,  Florida, 
Georgia,  Kentucky,  Mississippi,  North  and  South  Carolina,  Tennessee,  Virginia  and 
West  Virginia,  send  news  of  your  group  to  Mrs.  Josephine  Campbell,  Jackson  Public 
Schools,  P.O.  Box  918,  Jackson,  Mississippi. 
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NORTHEAST  REGION 


(Connecticut,  Delaware,  Maine,  Maryland,  Massachusetts,  New  Hampshire,  New  Jersey, 
New  York,  Pennsylvania,  Rhode  Island,  Vermont) 


Mrs.  Grace  R.  Kell,  Reporter 
400  N.  Warwick  Road 
Somerdale,  New  Jersey 


CONNECTICUT 

Southington  Education  Association 
Honors  Educational  Secretary 

The  Southington  Education  Association 
has  made  a  natural  and  excellent  choice 
of  recipient  for  its  annual  merit  award. 
Mildred  Bristol  deserves  all  the  praise 
and  gratitude  her  associates  heaped  upon 
her  at  a  dinner  held  in  March  1958.  And 
then  it  was  short  of  what  she  had  earned 
in  the  quiet,  thoroughly  competent  carry¬ 
ing  out  of  her  duties  as  secretary  to  the 
superintendent  of  schools. 

The  SEA  honored  Mildred  Bristol  for 
her  aid  to  education.  Her  contribution  on 
that  score  was  tremendous.  She  should 
have  equal  recognition  for  her  efficiency 
in  a  difficult  job  and  her  sense  of  public 
relations.  As  anyone  who  has  had  con¬ 
tact  with  the  school  office  knows.  Miss 
Bristol  is  always  most  helpful,  patient  and 
courteous.  Miss  Bristol  can  be  a  good 
sport,  too,  when  the  occasion  calls  for  it. 
She  has  had  a  testimonial  coming  for  a 
long  time.  Congratulations  to  her,  and  to 
the  SEA  for  a  fine  selection. 

DELAWARE 

The  Delaware  Educational  Secretaries 
Association  will  hold  its  fall  meeting  in 
Wilmington  at  the  same  time  that  the 
Delaware  schools  are  closed  for  the  annual 
state-wide  teachers’  meetings.  Blanche 
Bliss  will  chair  a  committee  consisting  of 
Ruth  Ball,  Gladys  Bunting,  and  Anne 
Jones,  Alberta  De  Maree,  and  Betty  Jane 
Monahon  to  arrange  the  meeting  and 
luncheon. 

Five  Delaware  secretaries  attended  the 
national  convention  and  workshop  at 


Boulder,  Colorado  in  July.  They  are  Susie 
Brown,  Margaret  Champlin,  Frances 
Evans,  Dorothy  Heyd  and  Lois  Lillie. 

MARYLAND 

Baltimore  County  Educational 
Secretaries  Association 

The  fourth  annual  Bosses’  Night  Dinner 
held  at  the  North  Point  Junior  High  School 
— May  22,  1958  was  quite  a  success.  The 
group  was  entertained  by  the  secretaries 
and  bosses.  New  Officers  and  Executive 
Board  members  elected  are  as  follows: 

Vice-President — Margaret  Felbinger 

Treasurer — Virginia  Hines 

Representative  of  Office  of  Board  of 
Education — Sonja  Mortenson 

Representative  of  Senior  High  School — 
^na  S.  Boender 

Representative  of  Junior  High  School — 
Jessie  Nickels 

Representative  of  Elementary  School — 
Julia  Satterthwaite 

Membership  last  year — approximately 
122  members 

September  25— Executive  Board  Meeting 
(Dinner  Meeting) 

October — General  Meeting  at  Villa 
Cresta  Elementary  School. 

January — General  Meeting  at  Middlesex 
Elementary  School 

March — General  Meeting  at  Loch  Raven 
Elementary  School 

May  20,  1959 — Annual  Bosses’  Night 
Dinner  to  be  held  at  the  Milford  Mill  Jr. 
Sr.  High  School. 

MASSACHUSETTS 

The  State  fall  meeting  will  be  held  at 
Amherst  October  4,  1958. 
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NEW  HAMPSHIRE 

The  Fall  Meeting  of  the  New  Hampshire 
Association  of  Educational  Secretaries, 
which  is  the  Annual  Meeting,  will  be  held 
at  the  New  Jewett  Street  School  in  Man¬ 
chester,  N.  H.  on  October  17,  1958  in  con¬ 
junction  with  the  New  Hampshire  Educa¬ 
tional  Association.  The  Business  Meeting 
and  Election  of  Officers  will  be  followed 
by  a  luncheon  in  the  School  Cafeteria.  The 
speaker  at  the  luncheon  will  be  Mr.  Rich¬ 
ard  H.  Hungerford,  Superintendent  of  the 
Laconia  State  School,  whose  subject  will 
be  “The  Non-Academic  Child”.  Hostesses 
for  this  meeting  will  be  the  Manchester 
Educational  Secretaries.  At  this  meeting 
Miss  Esther  Magnuson,  who  represented 
the  Association  at  Boulder,  Colorado  will 
also  report  on  the  Convention  and  Insti¬ 
tute. 

NEW  JERSEY 

The  New  Jersey  Association  of  School 
Secretaries  comes  of  age  at  its  21st  Annual 
Convention  in  Atlantic  City  on  Novem¬ 
ber  6,  7,  and  8.  Convention  sessions  will 
feature  a  series  of  socio-dramas  (skits, 
to  the  uninitiate)  dealing  with  problems 
of  office  management  and  human  rela¬ 
tions,  presented  by  the  Essex  County  and 
Passaic  County  Associations.  Guest  ex¬ 
perts  will  be  Mr.  George  Geier,  Professor 
of  Business  Education,  Fairleigh  Dickin¬ 
son  University,  and  Dr.  Hirsch  Silverman. 
Assistant  Superintendent  and  Director  of 
Special  Services,  Nutley. 

At  the  21st  Birthday  Supper  Friday 
night.  Miss  Dorothy  Robertson  of  West 
Orange  will  present  an  illustrated  travel 
talk  of  her  trips  to  Europe  and  Mexico. 
Those  who  should  know  report  that  Doro¬ 
thy’s  colored  slides  are  “out  of  this  world.” 

The  business  meeting  on  Saturday  will 
be  preceded  by  a  symposium  on  “Your 
Pension  and  You”  with  Miss  H.  Marjorie 
Wilson  of  South  Orange-Maplewood  as 
Moderator. 

NEW  YORK 

New  York  State  Asaociation 
of  Educational  Secretaries 

Annual  Convention  date — October  3rd 
and  4  th,  1958  at  the  Hotel  Sheraton -Me - 
Alpin,  New  York  City.  The  scheduled 
meetings,  workshops  and  social  events 


promise  a  very  informative  and  enjoyable 
week-end. 

New  Officers  to  be  elected  in  October. 
The  following  slate  of  officers  will  be  pre¬ 
sented  to  the  membership  of  the  New  York 
State  Association  by  the  Nominating  Com¬ 
mittee  at  the  Annual  Meeting  on  October 
3,  1958  at  4  P.M.  in  the  Red  Room  of  the 
Hotel  Sheraton-McAlpin,  President,  Alice 
Lofblad  of  Great  Neck;  Vice-President, 
Prudence  Wehner,  Livingston  Manor;  Cor¬ 
responding  Secretary,  Muriel  Pierce  of 
North  Syracuse;  Recording  Secretary, 
Carolyn  Harahan  of  Levittown;  Treasurer, 
Elizabeth  Whalen  of  Ogdensburg.  Mem¬ 
bers  at  Large  will  be  selected  at  the  meet¬ 
ing,  St.  Lawrence  Association  of  Educa¬ 
tional  Secretaries. 

The  St.  Lawrence  Association  of  Educa¬ 
tional  Secretaries  held  a  dinner  meeting 
on  May  15,  1958,  entertaining  their  bosses 
as  guests  to  celebrate  Teacher  Recogni¬ 
tion  Week.  Officers  of  the  Association  are 
Betty  Whalen  of  Ogdensburg,  President; 
Frances  Higgins,  Massena,  Vive-President; 
Ida  Palmer  of  Massena,  Treasurer  and 
Jane  Wallace  of  Ogdensburg,  Secretary. 

PENNSYLVANIA 

Lower  Buck*  County  Association 
of  Educational  Secretaries 

Lower  Bucks  County  held  their  final 
dinner  meeting  of  the  1957-58  school  year 
Wednesday  May  14  at  Buck  Hotel,  Feast- 
erville.  Pa.  The  following  officers  were 
elected  for  two  years: 

President — L.  Joyce  Curry,  Delhaas  High 
School 

Vice-President — Dorothy  D.  Call,  Ben- 
salem  Twp.  High  School 

Treasurer — Frances  J.  Walsh,  Walt  Dis¬ 
ney  Elementary  School 

Rec.  Secretary — Kathleen  Lukens,  Ben¬ 
jamin  Franklin  Jr.  High 

Corresp.  Sec. — Ethel  Lanes,  Fallsington 
Elementary  School. 

In  addition  to  the  installation  of  new 
officers  for  the  new  school  year,  at  the 
dinner  meeting,  Mrs.  Louise  H.  Nelson, 
Director  of  Secretarial  Services  of  the 
Philadelphia  School  District;  and  Miss 
Gladys  Hewitt,  of  the  Bristol  High  School 
Faculty,  who  showed  slides  and  movies 
of  her  trip  abroad  last  summer,  were 
guests.  Rita  Porfirio  reported  on  the  Penn 
State  Workshop.  Seventeen  secretaries 
from  the  public  schools  of  Lower  Bucks 
County  were  in  attendance  at  the  three- 
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day  Workshop  which  was  held  for  the 
third  consecutive  year  at  the  Pennsylvania 
State  University  on  April  24,  25  and  26th. 
Those  attending  from  this  area  were: 
Laura  Budney,  Dorothy  Call,  Josephine 
Caravan,  Esther  Stewart  and  Margaret 
Wink;  Ellen  Jane  Booz,  Marie  Capriotti, 
Rita  Porfirio,  Patricia  Tosti,  Frances  Beck¬ 
er,  Joyce  Curry,  Marie  Kreuzburg,  Kath¬ 
leen  Lukens,  Ida  Bell,  Martha  Carlson, 
Ethel  Lanes  and  Frances  Walsh. 

Pittsburgh  Association  of 
Educational  Secretaries 

The  Pittsburgh  Association  of  Educa¬ 
tional  Secretaries  has  started  the  1958-59 
school  year  with  a  new  president,  Kather¬ 
ine  Mitchell,  who  is  diligently  at  work, 
organizing  her  committees  so  that  they  can 
begin  to  work  on  certification,  professional 
standards,  bigger  and  better  salaries,  and 
bigger  and  better  coffee  breaks.  Helen 
Sitz  and  her  Membership  Committee  has 
gotten  their  drive  under  way  and  are 
boasting  a  good  membership  already  with 
a  promise  to  beat  previous  records. 

Our  group  is  co-sponsoring  a  reception 
for  our  new  Superintendent,  Dr.  Calvin 
E.  Gross,  on  Wednesday  evening,  Septem¬ 
ber  10,  1958.  It  will  be  held  in  the  Georgian 
Room  at  the  Webster  Hall  Hotel. 

Plans  for  our  Institute  Program  on  Fri¬ 
day,  October  10,  1958,  are  in  the  final 
stages.  Betty  Totaro,  Institute  Chairman, 
and  her  committee  have  planned  a  lunch¬ 
eon  meeting  to  be  held  in  the  Georgian 
Room  at  the  Webster  Hall  Hotel.  The 
speaker  will  be  Mrs.  Lucille  N.  Boyd, 
Training  Officer,  Training  Division,  In¬ 
ternal  Revenue  Service,  Washington,  D.C. 
Her  subject  will  be:  “What  is  your  C.Q.” 
There  will  also  be  a  representative  from 
the  Bell  Telephone  whose  subject  will  be 
“Your  Voice  is  You”.  Remarks  will  be  de¬ 
livered  by:  Dr.  John  P.  Schaefer,  Director, 
Division  of  Personnel,  Pittsburgh  Public 
Schools;  Miss  Anna  E.  Bingham,  Assist¬ 
ant  Director,  Division  of  Personnel,  Pitts¬ 
burgh  Public  Schools;  and  Miss  Laura 
Braun,  a  member  of  the  Pittsburgh  Board 
of  Public  Elducations. 

Monday,  Sept.  22,  1958  is  the  date  of 
our  association’s  first  business  meeting  of 
the  year. 


The  Educational  Secretaries 
Association  of  Philadelphia 

While  Philadelphia  does  not  get  into 
real  work  for  the  fall  until  a  little  later, 
the  following  meetings  are  planned  ahead. 

Participation  in  Schoolmens’  Week  Pro¬ 
gram  with  a  meeting  for  Secretaries  on 
October  10th,  at  the  University  of  Penn¬ 
sylvania.  Time  4:00  P.M.  Speaker  to  be 
announced  later. 

Annual  Fall  Tea — November  20th,  1958 
in  the  Administration  Building  Recreation 
Room.  It  is  always  pleasurable  to  meet  old 
friends  and  meet  newly  appointed  secre¬ 
taries. 

December  6th  Philadelphia  Teachers 
Association  Conference — Annually  the  sec¬ 
retaries  meet  on  this  occasion.  The  speaker 
this  year  will  be  Mr.  John  B.  Taulane, 
newly  appointed  Associate  Superintendent 
of  the  Philadelphia  public  schools.  The 
Topic  will  be  Professional  Growth. 

In  Service  Courses,  sponsored  by  the 
Educational  Secretaries  Association  of 
Philadelphia,  will  be  held  this  Fall.  The 
proposed  courses  were  listed  in  the  Sprini 
Issue.  This  is  a  new  venture  for  the  as¬ 
sociation. 

Five  secretaries  from  the  Philadelphia 
Association  attended  the  National  Con¬ 
vention  and  Workshop  at  Boulder — they 
were  Anna  Greiss,  Emma  A.  Haehnlein, 
Isabel  Sloss,  Ida  Winter  and  Grace  Kell. 

WHAT  IS  A  SECRETARY 
— From  Empire  Newt, 

New  York  State 

A  secretary  is  first  of  all  a  lady.  A  lady 
does  not  inflict  her  feelings  on  the  people 
around  her.  The  ability  to  smile  at  a  per¬ 
son  who  deserves  a  poke  in  the  nose  is 
one  of  the  prerequisites.  It  may  relieve 
YOUR  mind  to  “blow  your  top”,  but  it 
shows  that  you  are  a  person  who  cannot 
control  her  tongue  and  temper,  who  can¬ 
not  be  trusted  under  conditions  of  stress, 
or  where  there  is  a  need  for  discretion. 
The  Educational  Secretary  more  than  most 
others  is  daily  confronted  with  unreason¬ 
able  people  who  demand  all  her  tact  and 
patience.  Your  boss  has  the  right  to  expect 
you  to  be  a  lady,  to  exercise  your  self- 
control  at  all  times. 


SPEAK  STRONG  FOR  N  A  E  S 

(Continued  from  page  14) 

WHAT  IS  THE  CODE  OF  ETHICS  OF  THE 

NATIONAL  ASSOCIATION  OF  EDUCATIONAL  SECRETARIES? 


Code  of  Ethic* 
Adopted  July  9,  1950 


CODE  OF  ETHICS 


Service 

The  Educational  Secretary  should  exhalt  her  profession  on  all  occasions  and 
sincerely  strive  for  a  finer  and  more  efficient  service  to  the  school  and  the  com¬ 
munity. 

The  Educational  Secretary  should  have  membership  in  her  local,  state,  and 
national  professional  organizations  and  should  participate  in  their  activities. 


Integrity 

The  Educational  Secretary  should  be  courteous,  just,  and  professional  in  all 
her  relations  with  administrators,  office  personnel,  pupils,  teachers,  and  other 
visitors  to  the  school  office. 

The  Educational  Secretary  should  not  disclose  any  information  of  confidential 
nature  and  should  do  or  say  nothing  that  would  cause  her  to  lose  the  confidence 
and  respect  of  others.  She  should  avoid  voicing  unfavorable  criticism  of  other 
school  employees  unless  that  criticism  is  formally  presented  to  a  school  official 
for  the  welfare  of  the  school. 

The  Educational  Secretary  should  recognize  and  perform  all  the  duties  of 
citizenship  and  should  be  loyal  to  the  school  system,  the  state,  and  the  nation. 

The  Educational  Secretary  should  refrain  from  the  use  of  pressure  on  school 
officials  to  secure  a  promotion  or  to  obtain  favors  for  other  people. 


Skill 

The  Educational  Secretary  should  perform  her  duties  with  dispatch  and  ac¬ 
curacy.  * 

The  Educational  Secretary  should  maintain  her  own  efficiency  by  study,  by 
travel,  and  by  other  means  which  keep  her  abreast  of  the  trends  in  educational 
and  business  practices. 

The  Elducational  Secretary  should  make  the  office  a  congenial  and  welcome  place 
for  all  without  allowing  it  to  become  a  social  center. 

The  Educational  Secretary  should  practice  the  qualities  which  promote  good 
human  relations  and  good  public  relations — cheerfulness,  honesty,  tact,  under¬ 
standing,  patience,  good  judgment. 

Adopted  July  9,  1950 
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WHEN  WAS  THE  ASSOCIATION  ORGANIZED  AND  HOW  HAS  IT  GROWN? 


These  “FIRST’S”  for  N  A  E  S  were  compiled  by  Mrs.  Corinne  Messenger,  Junior 

Past  President  of  N  A  E  S,  from  old  issues  of  the  National  magazine. 

FIRST  Meeting,  July  5,  1934 — held  in  National  Geographic  Building,  Washington,  D.C. 
Purpose  of  organization:  To  elevate  the  standards  of  the  group  and  through 
organization  to  pool  our  ideas  and  ideals  towards  a  finer  and  more  efficient 
service  to  the  schools  and  the  community. — NAES  Constitution 

FIRST  states  participating:  California,  District  of  Columbia,  New  Jersey,  Ohio,  Pennsyl¬ 
vania  and  Tennessee. 

FIRST  National  Convention:  Denver,  Colorado,  1935,  with  41  members  present,  with 
572  Association  members  representing  34  states. 

FIRST  National  President:  Miss  Louise  Henderson  (now  Mrs.  Nelson)  1935-1940. 
(temporary  chairman  1934-1935) 

FIRST  Edition  of  National  Secretary,  now  National  Educational  Secretary,  issued  1936. 

FIRST  Editor:  Helen  Haycraft,  Washington,  D.  C. 

FIRST  of  Affiliation  Program:  1939  Convention,  San  Francisco.  Now  150  Affiliates. 

FIRST  Workshops  for  educational  secretaries:  1945 — Columbia  University,  Northwestern, 
Kent,  Central  Missouri  State  Teachers  College  and  Purdue. 

FIRST  Handbook  published  by  educational  secretaries:  File  It  Right  and  Find  It,  1953 
This  is  an  official  guide  of  filing  for  educational  offices,  and  is  followed  by: 
Blueprint  for  Action,  1955,  a  guide  for  making  handbooks  for  educational  offices 
Action  and  Reaction,  1957,  Public  Relations  for  the  educational  secretary 
Publication  for  1959  is  nearing  final  stages  and  will  be  on  “short  cuts”  for  edu¬ 
cational  offices.  Not  too  late  for  your  suggestions  for  the  book  and  for  a  name 
for  it. 

FIRST  Professional  Standards  Program  for  Educational  Secretaries  adopted  in  Con¬ 
vention  at  Los  Angeles,  July  21,  1956. 

FIRST  NEA  Centennial  Celebration  participation  by  NAES:  Philadelphia  Convention, 
1957. 

FIRST  Institute  of  two  weeks  duration:  University  of  Colorado,  Boulder,  July  7-18,  1958. 

FIRST  Adoption  of  Colors:  Green  and  Gold,  green  for  growth  and  gold  for  standards. 
These  colors  were  adopted  in  1957  and  first  used  at  the  Philadelphia  Convention 
that  year. 


HOW  MUCH  ARE  THE  DUES  TO  THIS  ASSOCIATION? 

Only  $4.00  a  year. 


HOV'  DO  I  BECOME  A  MEMBER? 

Elsewhere  in  this  magazine  you  will  find  a  Membership  Application  Blank.  Simply 
fill  this  in  and  mail,  with  your  check,  to 

Miss  Isabel  Paddock 

Treasurer,  NAES 

Board  of  Education 

Warwick  Valley  Central  High  School 

Warwick,  New  York 


WHO  IS  NANCY  NATIONAL? 

“Nancy  National”  is  our  mascot  symbol.  She  is  the  per¬ 
sonification  of  our  Association  and  is  often  represented  thus: 

The  Association  has  a  “Nancy  National”  doll,  dressed  in 
white  blouse,  black  skirt;  she  wears  glasses  and  high- 
heeled  shoes.  She  “presides”  at  the  Annual  Convention 
banquet  in  the  center  of  the  banquet  table.  (Many  of  the 
state  and  local  associations  also  have  mascot  dolls — Nancy’s 
Cousins.) 


WHAT  ARE  LIFE  MEMBERS? 

The  NAES  Constitution  says:  “A  NAES  member  in  good 
standing  for  more  than  two  consecutive  years  is  eligible  for 
life  membership  upon  payment  of  $50  in  full,  or  $20  down 
and  three  annual  installments  of  $10  each,  with  all  the 
privileges  of  an  active  member.  Application  for  a  life  mem¬ 
bership  is  made  to  the  Treasurer.” 

In  July,  1958,  the  NAES  Executive  Board  adopted  a  Life 
Member  pin  and  voted  that  this  pin  would  be  given  free  to 
all  life  members,  present  and  future.  A  committee  is  work¬ 
ing  on  the  details  of  the  pin  design. 

Since  there  are  now  over  100  Life  Members  of  NAES,  a  chairman  has  been  appointed 
to  coordinate  activities  and  information  for  and  about  this  important  group.  Life  Mem¬ 
bers  can  help  state  and  local  associations  in  their  area,  can  work  to  increase  the  Na¬ 
tional  membership,  can  “Sijeak  Strong  for  NAES.” 

The  chairman  of  the  Life  Membership  committee  is: 

Miss  Mary  Bowers 
308  Blast  Pike  Street 
Crawfordsville,  Indiana 


WHY  DO  YOU  USE  “SECRETARY”  IN  THE  TITLE  OF  THE 
ASSOCIATION  WHEN  MANY  MEMBERS  ARE  NOT  SECRETARIES? 

Yes,  many  members  have  different  titles:  clerk,  bookkeeper,  assistant,  receptionist. 
The  word  “secretary”  is  used  merely  as  an  all-inclusive,  comprehensive  word  to  in¬ 
clude  all  office  personnel  in  educational  offices. 


THE  ADDRESS  ON  MY  MAGAZINE  IS  INCORRECT.  TO  WHOM 
DO  I  WRITE  TO  CHANGE  IT? 

To  the  Corresponding  Secretary,  who  makes  all  the  mailing  labels: 

Mrs.  Angie  Holms 
Alhambra  High  School 
308  West  Main  Street 
Alhambra,  California 


WHAT  ARE  “LOCAL”  AND  “STATE”  ASSOCIATIONS? 

WHAT  IS  THEIR  RELATIONSHIP  TO  N  A  E  S? 

Educational  secretaries  in  many  cities  have  joined  together  to  form 

A  LOCAL  ASSOCIATION 

In  1957-58,  there  were  77  city  associations,  such  as 

the  Phoenix  Educational  Secretaries  Association 
the  San  Antonio  Association  of  Elducational  Secretaries 
Or,  a  local  association  might  encompass  the  secretaries  in  a  county  or  in  an  entire  school 
district.  In  1957-58,  there  were  34  such  associations,  such  as 

the  San  Mateo  County  Educational  Office  Employees  Association 
Richmond  County  Educational  Secretaries. 

And,  in  36  states,  educational  secretaries  have  organized 

A  STATE  ASSOCIATION 

For  example: 

the  Arkansas  Association  of  Educational  Secretaries 
the  California  Association  of  Educational  Office  Employees 
There  are  state  associations  in  every  state  except  Idaho,  Louisiana,  Montana,  Nebraska, 
Nevada,  North  Dakota,  Rhode  Island,  South  Carolina,  Tennessee,  Vermont,  West 
Virginia,  Wyoming.  In  some  of  these  states  there  are  however,  city  or  county  associa¬ 
tions. 

and  then,  on  the  National  level,  there  is 

THE  NATIONAL  ASSOCIATION  OF  EDUCATIONAL  SECRETARIES 

Any  office  worker  in  any  educational  office  may  join  her  professional  association  on 
three  levels: 

— her  local  association  (if  there  is  one  in  her  city  or  county) 

— her  state  association  (if  there  is  one  in  her  state  and  36  states  have  them!) 

— her  National  association  (and  there  is  one!) 

This  is  called  an  “individual”  membership. 

Now,  if  a  local  or  state  association  wishes  to  join  National,  as  a  whole  organization  or 
group,  it  may  do  so. 

This  is  called  “affiliation”  or  “association  membership” 

To  illustrate  the  relationship  with  National,  you  might  visualize  the  membership  of 
NAES  this  way: 


N  A  E  S  MEMBERSHIP— BOTH  INDIVIDUAL  AND  ASSOCIATION 


HOW  DOES  AN  ASSOCIATION  BECOME  AFFILIATED? 

Local  and  state  associations  may,  upon  payment  of  a  $5  affiliation  fee,  affiliate  or 
join  NAEIS. 

Each  year,  in  September,  the  NAES  Affiliations  Chairman  writes  to  each  association 
affiliated  in  the  previous  year,  enclosing  a  form  for  the  names  and  addresses  of  the 
officers,  and  inviting  the  group  to  affiliate  again.  The  form  and  the  $5  are  then  sent  to 
the  Affiliations  Chairman: 

Miss  Edith  Hammond 
Office  of  Supt.  of  Schools 
Hampton,  New  Hampshire 

In  case  a  new  organization  wishes  to  become  affiliated,  the  president  should  write  to 
Edith,  asking  for  the  affiliation  form. 
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WHAT  ARE  THE  BENEFITS  OF  AFFILIATION? 

The  president  of  the  affiliated  association  receives  a  free  copy  of  the  National  maga¬ 
zine  for  the  association.  She  also  receives  “The  Hammond  Organ”  a  monthly  newsletter 
written  by  the  chairman  of  the  Affiliations  Committee  just  for  the  associations — dis¬ 
cussing  problems  of  the  associations,  giving  them  advance  notice  of  events  and  projects. 
Affiliated  associations  are  entitled  to  send  representatives  to  the  Advisory  Council. 

WHAT  IS  ADVISORY  COUNCIL? 

At  the  Annual  Convention,  the  official  representatives  of  the  affiliated  associations 
meet  together  in  “Advisory  Council.”  For  each  20  National  members,  an  affiliated  associa¬ 
tion  may  send  one  delegate. 

The  Advisory  Council  discusses  association  problems  and  procedures,  may  recommend 
matters  to  the  business  session  of  the  Convention.  Two  members  of  the  Advisory 
Council  are  elected  to  the  NAES  Elections  Committee,  thus  assuring  the  affiliated 
associations  of  a  direct  voice  in  the  election  of  National  officers. 

DOES  NAES  PROVIDE  PROGRAM  HELPS,  SPEAKERS.  ETC. 

FOR  THE  AFFILIATED  ASSOCIATIONS 

This  is  one  of  the  goals  of  NAES:  to  provide  program  helps  and  speakers  for  the 
affiliated  associations.  And  it  is  hoped,  during  this  year  and  the  next,  that  plans  can  be 
worked  out  whereby  Life  Members  and  Professional  Standards  Certificate  holders  can 
attend  state  and  local  meetings  in  their  surrounding  areas  to  help  with  programs  and 
workshops.  Members  of  the  NAES  Executive  Board,  so  far  as  they  are  able,  do  these 
pleasant  tasks  for  their  own  states  and  surrounding  states. 

But,  as  pointed  out  in  the  first  page  of  this  article,  INCREASED  NATIONAL  MEM¬ 
BERSHIP  will  bring  INCREASED  HELPS  and  INCREASED  FIELD  SERVICE  to  the 
affiliated  associations. 

WHERE  CAN  ASSOCIATIONS  OBTAIN  COPIES  OF  THE  BROCHURES  ON 
THE  PUBLICATIONS  OR  THE  PUBLICATIONS  THEMSELVES  FOR 
DISPLAY  AND  SALE  DURING  MEETINGS? 

Associations  can  obtain  packages  of  the  publications,  on  consignment,  for  sale  at  their 
meetings  by  writing  the  chairman  of  the  Ways  and  Means  Committee: 

Miss  Lois  E.  Lillie 

State  Dep)artment  of  Public  Information 
Department  of  Music  Education 
Dover,  Delaware 

OUR  ASSOCIATION  PUBLISHES  A  NEWSLETTER? 

TO  WHAT  NATIONAL  OFFICERS  SHOULD  THIS  BE  SENT? 

(1)  To  the  Affiliations  Chairman:  Miss  Edith  Hammond,  Office  of  Supt.  of  Schools, 

Hampton,  New  Hampshire 

(2)  To  the  Editor  of  THE  NATIONAL  EDUCATIONAL  SECRETARY.  Mrs.  Mary 

Ellen  Dettweiler,  1726  Columbian,  Elkhart,  Indiana 

(3)  To  the  President  of  NAEIS:  Mrs.  Rachel  Maynard,  College  of  Business,  University 

of  Arizona,  Tucson,  Arizona 

WE  WANT  HELP  TO  ORGANIZE  AN  EDUCATIONAL  SECRETARIES 
ASSOCIATION.  WHERE  DO  WE  ASK  FOR  HELP? 

The  Chairman  of  the  Affiliations  Committee  also  handles  Organizational  Planning: 

Miss  Edith  Hammond 
Office  of  Supt.  of  Schools 
Hampton,  New  Hampshire 


STATE  ASSOCIATIONS  HAVE  BEEN  ASKED  TO  SEND  IN  LISTS  OF 
^  POTENTIAL  MEMBERS,  OR  LISTS  OF  EDUCATIONAL  SECRETARIES 
"  IN  THEIR  STATE.  WHERE  IS  THIS  LIST  TO  BE  SENT? 

To  the  Corresponding  Secretary: 


Mrs.  Angie  Holms 
Alhambra  High  School 
308  West  Main  Street 
Alhambra,  California 


I 


TREASURERS  OR  MEMBERSHIP  CHAIRMEN  OF  LOCAL  AND  STATE 
ASSOCIATIONS  OFTEN  COLLECT  NATIONAL  DUES  AT  THE  SAME  TIME 
THEY  COLLECT  LOCAL  OR  STATE  DUES.  WHERE  ARE  THESE 
NATIONAL  MEMBERSHIPS  TO  BE  SENT  AND  HOW  SOON? 

All  National  dues,  with  the  name,  address  (both  school  and  mailing  address)  are  sent 
to  the  NAES  Treasurer:  , 

Miss  Isabel  Paddock 
Board  of  Education 
Warwick  Valley  Central  High  School 
Warwick,  New  York 

NATIONAL  DUES  should  be  forwarded  by  the  local  or  state  treasurers  or  member¬ 
ship  chairmen  WITHIN  24  HOURS  OF  BEING  COLLECTED!  (Last  year  some  checks 
which  had  been  written  in  October  reached  the  Treasurer  in  April!  Yes,  really!) 

Individual  members  please  note:  If  your  NAES  membership  card  and  other  member¬ 
ship  material  does  not  reach  you  promptly  after  you  have  paid  your  National  dues, 
please  check  with  the  person  to  whom  you  paid  the  money. 


i 


I  WISH  TO  COMMENT  ON  THESE  QUESTIONS  AND  ANSWERS,  I  WISH 
TO  ASK  ADDITIONAL  QUESTIONS.  TO  WHOM  DO  I  WRITE? 

To  the  President: 


Mrs.  Rachel  Maynard 
College  of  Business 
University  of  Arizona 
Tucson,  Arizona 
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This  is  the  section  of  the  magazine  where  we  talk,  chatter,  gab.  You’ve  probably 
noticed  that  it  has  a  new  name.  In  the  next  issue  you’ll  find  “The  Coffee  Break”  written 
by  our  President,  Rachel.  Crackerbarrel  Comment  is  purely  an  imaginative  term.  To 
help  you,  visualize  a  small  general  store — an  old  fashioned  one.  The  shelves  are  stocked 
with  sweet  ‘n’  sour  pickles,  and  the  best  home-made  apple  butter,  jams  and  jellies. 
Pungent  hams  hang  from  hooks  in  the  ceiling  and  candy  jars  are  filled  with  licorice 
sticks  and  peppermint  drops  to  tempt  the  customer.  In  the  center  of  the  establishment 
is  a  jet  black,  pot-bellied  stove  and  the  smell  of  hickory  smoke  lingers  nearby.  Near 
the  stove  is  a  crackerbarrel  with  tasty,  crisp,  salted  crackers  to  “chew  on.”  Here’s  where 
we’ll  exchange  ideas  and  share  efficiency  tips.  Won’t  you  send  your  Comments  to  the 
Editor  to  use  in  this  column.  C’mon,  join  me  for  a  cup  of  sassafras  tea! 

-  - ♦ - 


An  excellent  article  entitled  In  Focus:  Educational  Secretaries  appears  in  the  Septem¬ 
ber  issue  of  Today’s  Secretary.  In  the  spotlight  are  five  of  our  top-notch  members — 
Alice  Lofblad,  Nancy  Yarosh,  Rachel  Maynard,  1$  Paddock  and  Angie  Holms.  You’ll 
want  to  get  a  copy  of  this  issue  and  turn  right  to  page  20.  Better  still,  you  may  subscribe 
to  the  magazine.  Today’s  Secretary  is  published  by  the  Gregg  Division  of  McGraw-Hill, 
330  West  42nd  Street,  New  York  36,  New  York.  The  subscription  is  $3  per  year. 

- ♦ - 

Do  people  keep  walking  off  with  that  pencil  you  want  kept  in  a  certain  spot — by 
the  telephone,  perhaps?  Betty  Ely  of  West  Orange,  New  Jersey,  has  a  solution.  She 
attaches  the  pencil  with  a  long  string  to  the  top  of  a  medium-sized  bottle  (empty). 
When  the  predatory  pencil  pur  Joiner  starts  to  walk  off,  over  goes  the  bottle  with  much 
clonk  and  clatter.  The  startled  victim  at  the  other  end  of  the  string  drops  the  pencil 
and  retreats  in  confusion.  A  dirty  trick,  but  it  works! 

- ♦ - 


I’ve  just  looked  in  the  folder  marked  “Crackerbarrel  Comment  Column”  and  found 
only  crumbs.  Will  several  someones  of  you  please  send  some  “efficiency  tips”  to  the 
Editor  to  be  included  in  the  February  issue.  I’d  like  it  if  you  would. 
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MEMBERSHIP 


Applications  for  Membership  in  the 
National  Association  of  Educational 
Secretaries  should  be  sent  to  the  Treas¬ 
urer,  Miss  Isabel  Paddock,  Board  of 
Education,  Warwick  Valley  Central 
School,  Warwick,  New  York. 

Secretarial,  clerical,  managerial,  or 
business  workers  in  any  school  system, 
elementary  or  high  school,  university, 
or  county  or  state  or  national  depart¬ 
ments  of  education  are  eligible  for 
membership  In  this,  their  professional 
association. 


NATIONAL  ASSOCIATION  OF  EDUCATIONAL  SECRETARIES 
Application  for  Membership,  July  I,  1958,  through  June  30,  1959 

DUES — $4.00  per  year — $50  LIFE,  after  second  year,  w/pmts  $20-10-10-10.  Full 
membership  privileges;  subscription  to  NATIONAL  EDUCATIONAL 
SECRETARY;  and  free  copy  of  publication  each  year  one  is  published. 
MAKE  checks  payable  to  NATIONAL  ASSOCIATION  OF  EDUCATIONAL 
SECRETARIES. 

MAIL  TO:  Miss  Isabel  M.  Paddock,  Board  of  Education,  Warwick  Valley  Central 
School,  Warwick,  New  York. 

I.  NATIONAL  ASSOCIATION  OF  EDUCATIONAL  SECRETARIES 
Application  for  Membership,  1958-59  Date _ 

Miss 

Last  name - - First  name _ Mrs. 

School  or  office  name  and  address _ 


Mailing  address _ _ _ 

City _  Zone _  State _ 

Is  this  a  renewal  membership? _ New  membership? _ 

Give  former  name  if  married  this  year _ 

Name  state  and/or  local  educational  secretaries  associations  of  which  you  are  a  member. 
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ADVERTISING  RATES 
for 

THE  NATIONAL  EDUCATIONAL  SECRETARY 


Two  entire  pages  Qs/^”  x  7s/i" . $60.00 

Cover  page,  inside  front  or  back  474"  ^  TVa" .  35.00 

One  full  page,  4^4"  x  7^" .  30.00 

A  half  page  4^"  x  3^" . 20.00 

.\  quarter  page  2%"  x  .  15.00 


On  a  consecutive  contract,  for  the  three  issues,  a  discount  of  ten  per  cent  (10%)  will  be  al¬ 
lowed.  There  will  be  no  discount  allowance  on  orders  for  one  or  two  issues. 

Tbe  magazine  is  6"  x  9"  in  size,  contains  48  pages,  and  is  published  three  times  a  year  — 
February.  Mav  and  October. 

Advertising  copy  is  due  January  I  for  the  February  issue  April  I  for  the  May  issue 

September  I  for  the  October  issue 

Adi'ertishif’  orders  and  copy  are  to  be  Plates  and  cuts  are  to  be  sent  to: 

sent  to  the  .Advertising  Nlgr:  North  Shorf,  Printers,  Inc. 

Mrs.  Siiiri.f.y  J.  Yetter  .Attention:  Mr.  Ed.  Callahan 

2,A9(>  .Sotith  Lafayette  Street  535  S.  Sheridan  Road 

Denver  10,  Colorado  Waukegan,  Illinois 

M  ARK:  FOR  THE  N  ATIONAL  EDUCATIONAL  SECRETARY 


INDEX  OF  ADVERTISERS 


page 

Clota-Clola . Inside  Iront  cover 

Ditto,  Inc .  17 

riie  Frankel  Pen  Clompany .  .5 

The  Fuller  llrush  Coinpanv .  Hi 

(iinn  and  Cioinpany  .  22 

Hillyard  FltMir  Freatinents  .  21 

Holden  Patent  Book  Clover  Ciompany  .  30 

Silver  Bnrdett  Clompany .  20 

rite  Lindy  Pen  Company  . Inside  back  cover 


The  National  Association  of  Educational  Secretaries  wishes  to  thank  the 
companies  who  advertise  in  THE  NATIONAL  EDUCATIONAL  SECRE¬ 
TARY  and  to  recommend  to  all  members  and  readers  the  products  and  firms 
represented. 


